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Authorization of Manual by Chief of Police

Consistent with the Charter of the City of Nashville, Section 8.203, the Chief of Police
hereby establishes The Manual of the Metropolitan Police Department of Nashville-
Davidson County, TN and shall hereafter be referred to as "the Department Manual” or
herein as the “Manual.” It is, and shall be, a composite of current policies, procedures,
and rules pertaining to the department, as established under previously existing
Department orders, manuals, and approved practices. It describes the Department's
organizational structure and lists the responsibilities and functions thereof.

All employees of the Metropolitan Nashville Police Department are responsible for
reviewing and following directives and provisions herein contained. All existing
manuals, orders, and other regulations which are in conflict with the contents of the
Department Manual are hereby revoked, except that the portions of existing manuals,
orders, and other regulations which have not been included herein shall remain in effect
where they do not conflict with the provisions of the Department Manual.

It is the policy of the Metropolitan Nashville Police Department that all personne! shall
adhere to the provisions in this Manual.

2 W i August 20, 2018

Steve Anderson, Chief of Police Date
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Title 1: Department Organization and Function

1.10 Police Department Authority and Jurisdiction
1.10.010 Authority of the Department & Chief of Police

The Chief of Police is the Chief Executive Officer of the Metropolitan
Nashville Police Department. The Chief has the authority and
responsibility for the management, direction, and control of the operations
and administration of the department. The authority of the Police
Department is prescribed in the City Charter, Section 8.201, et seq.:

“Sec. 8.201. Created.

There shall be a department of metropolitan police, which shall consist of the director thereof, and
such other officers and employees of such ranks and grades as may be established by ordinance
and which shall include such bureaus, divisions and units as may be provided by ordinance or by
regulations of the director consistent therewith.

Sec. 8.202. Responsibility and powers of department.

The department of the metropolitan police shall be responsible within the area of the metropolitan
government for the preservation of the public peace, prevention and detection of crime,
apprehension of criminals, protection of personal and property rights and enforcement of laws of
the State of Tennessee and ordinances of the metropolitan government. The director and other
members of the metropolitan police force shall be vested with all the power and authority belonging
to the office of constable by the common law and also with all the power, authority and duties which
by statute may now or hereafter be provided for police and law enforcement officers of counties
and cities.

3. Designation of police department, rather than sheriff as principal conservator of the peace is a
valid exercise of power under T.C.A., § 6-3701 et seq. Metropolitan Government v. Poe, 215 Tenn.
53, 383 S.W. 2d 265 (1964).

Sec. 8.203. Chief of police as director; his powers and duties.

The department of metropolitan police shall be under the general management and control of a
director thereof, who is designated the chief of police. The chief of police shall establish zones and
precincts and assign members of the department to their respective posts, shifts, details and duties
consistent with their rank. He shall make regulations, with the approval of the mayor and in
conformity with applicable ordinances, concerning the operation of the department, the conduct of
the officers and employees thereof, their uniforms, arms and other equipment for their training. The
chief of police shall be responsible for the efficiency, discipline and good conduct of the
department. Orders of the mayor relating to the department shall be transmitted in all cases
through the chief of police or in his absence or incapacity through an officer designated as acting
chief. Disobedience to the lawful commands of the chief of police or violations of the rules and
regulations made by him with the approval of the metropolitan mayor shall be grounds for removal
or other disciplinary action as provided in such rules and regulations, subject to the civil service
provisions of article 12 of this Charter.”

1.10.020 Precedence for Command Authority

A. Should the Chief of Police become incapacitated through illness, injury,
death or should the Chief be absent from the City of Nashville for any
reason, an Acting Chief shall be designated according to The Charter
of Metropolitan Nashville and Davidson County.
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Police Department Authority
and Jurisdiction
1.10

The Acting Chief shall be chosen from one of the current Deputy
Chiefs. If for some reason a Deputy Chief is not available, a Duty
Chief shall be designated from the next highest rank.

1.10.030 Unity of Command

A.

To ensure unity of command, clearly defined lines of authority must be
drawn so that there exists a structural relationship between each
employee and the Chief of Police. Employees must be aware of their
relative position in the organization, to whom they are immediately
responsible, and those persons who are accountable to them.
Employees should strive at all times to operate within the chain of
command and to keep their supervisors informed as to their activities.
The key principle is to resolve problems and seek answers at the
lowest possible level. Absent exigent circumstances or reporting
provisions of existing policy, all personnel shall follow the established
chain of command.

Supervisory personnel are accountable for the performance of
employees under their immediate control. This is necessary to achieve
effective direction, coordination, and control within the organization.
This applies to all levels of supervision.

Each employee is accountable to only one supervisor at any given
time. When an employee is placed on temporary assignment, they
then become accountable to the new supervisor.

. There will be circumstances when a supervisor will have to give an

order to an employee outside of the chain of command. For example:
any supervisor may give an employee an order when a violation is
observed that could be a detriment to the employee of the department.

. Each organizational component shall be under the direct command of

only one supervisor.

Command protocol in situations involving personnel of different
departmental subdivisions engaged in a single operation will be as
follows:

1. Command structure will always follow the chain of command.
2. When personnel of any division or subdivision are at the scene of
an on-going investigation, the officer maintaining authority and

responsibility will maintain that control until relieved by a higher
ranking officer.
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3. When the command structure is distinguishable, but the officer
having primary responsibility is of lower rank, the responsibility of
command rests with the higher ranking officer.

1.10.040 Span of Control

1.10.050

1.10.060

1.10.070

A.

No supervisor shall supervise more employees than can be effectively
directed, controlled, or coordinated.

The Chief of Police shall have the final say as to how many employees
a supervisor can effectively supervise. The Chief will take into account
the type of duties and responsibilities in this determination.

Under normal circumstances a supervisor will not supervise more than
nine employees at a time, unless an emergency exists.

Lawful Orders

A.

Employees shall promptly and fully obey any lawful order, directive, or
instruction of an authoritative source. This includes a lawful order
relayed from a supervisor by an employee of the same or lesser
authority.

An employee shall not respond to what is deemed to be an unlawful
order, directive, or instruction. Any unlawful order shall be reported to
the appropriate command level and the authoritative source that issued
it held accountable.

If an employee receives an order that conflicts with a previous one, the
employee shall follow the most recent order.

Authority and Responsibility of Employees

A.

Each employee of this department shall be given the authority to make
the decisions necessary for the effective execution of their
responsibilities.

. Each employee of this department having the authority to delegate

work will be accountable for the proper delegation of the task and for
failure to delegate when this is the proper course of action.

Staff Meetings

A.

Staff meetings should be conducted at each level of the department for
the purpose of enhancing verbal communications.
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B. These staff meetings should be held on a regular basis. Supervisors
should make known their meeting schedules, especially within their
chain of command, and occasionally invite employees from other
levels and functions for the coordination of joint activities and
exchange of information.

C. An agenda should be prepared prior to the meeting and input for
agenda items should be solicited from all employees who will attend.
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1.20 Department Values & Mission Statement

The department values and mission statement will be made available to all
employees and departmental components. The values and mission
statement shall also be maintained on the PDWeb Site.

The Mission of the Metropolitan Nashville Police Department is to provide
community-based police products to the public so they can experience a
safe and peaceful Nashville.

In carrying out our mission, members of the department will continue to
value:

*organizational excellence & professionalism
*the impartial enforcement of the law
*the people we serve and each other
*problem-solving partnerships
*open communication
*ethics and integrity
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1.30 Oath of Office & Law Enforcement Code of Ethics

1.30.010 Policy

All personnel shall be familiar with and abide by the Law Enforcement
Officer's Code of Ethics. Prior to assuming sworn status, all police officer
trainees shall take and subsequently abide by an oath of office to enforce
and uphold all applicable laws.

1.30.020 Oath of Office

A. Every police officer shall be sworn in by the mayor or a representative
of the mayor's office.

B. Swearing In Ceremony

1.

The oath is as follows:

| do solemnly swear.....

that | will support the Constitution of the United States .....

the Constitution of Tennessee .....

and the Charter and Code of Laws of the Metropolitan
Government .....

and will perform with fidelity the duties imposed on me .....

as a member of the Metropolitan Police Department to the best of
my ability .....

that | will serve the Metropolitan Government of Nashville-Davidson
County, Tennessee, honestly and faithfully .....

anld | will obey the order of the officials placed over me, according
to law .....

The mayor responds by saying:

By the authority invested in me as Mayor of Metropolitan Nashville,
| hereby commission each of you as a police officer and member of
the Metropolitan Police Department, and charge you to carry out
your duties and responsibilities as stated in the Law Enforcement
Code of Ethics and under oath of office as a police officer.
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3. In the mayor's absence, the designated representative says:

By the authority invested in me by the Mayor of Metropolitan
Nashville, | hereby commission each of you as a police officer and
member of the Metropolitan Police Department, and charge you to
carry out your duties and responsibilities as stated in the Law
Enforcement Code of Ethics and under oath of office as a police
officer.

C. Before assuming official duties, the police officer trainee will sign their
name and their employee number on a dated copy of the oath.

1. The original signed and dated oath will be filed in the employee’s
personnel folder.

2. If requested, the employee will receive a copy of the signed oath.
1.30.030 Code of Ethics

A. The Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the
community; to safeguard lives and property; to protect the innocent
against deception, the weak against oppression or intimidation and the
peaceful against violence or disorder; and to respect the constitutional
rights of all to liberty, equality and justice.

| will keep my private life unsullied as an example to all and will behave
in a manner that does not bring discredit to me or to my agency. | will
maintain courageous calm in the face of danger, scorn or ridicule;
develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed both in my personal and official
life, I will be exemplary in obeying the law and the regulations of my
department. Whatever | see or hear of a confidential nature or that is
confided to me in my official capacity will be kept ever secret unless
revelation is necessary in the performance of my duty.

| will never act officiously or permit personal feelings, prejudices,
political beliefs, aspirations, animosities or friendships to influence my
decisions. With no compromise for crime and with relentless
prosecution of criminals, | will enforce the law courteously and
appropriately without fear or favor, malice or ill will, never employing
unnecessary force or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and |

accept it as a public trust to be held so long as | am true to the ethics
of police service. | will never engage in acts of corruption or bribery,
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nor will | condone such acts by other police officers. | will cooperate
with all legally authorized agencies and their representatives in the
pursuit of justice.

| know that | alone am responsible for my own standard of professional
performance and will take every reasonable opportunity to enhance
and improve my level of knowledge and competence.

| will constantly strive to achieve these objectives and ideals,
dedicating myself before God to my chosen profession . . . law
enforcement.

B. All sworn employees will sign a copy of the Code of Ethics. The
employee will sign their name and their employee number on a dated
copy of the oath.

1. The original signed and dated oath will be filed in the employee’s
personnel folder.

2. If requested, the employee will receive a copy of the signed oath.

C. Before assuming official duties, police officer trainees will sign their
name, and their employee number, on a dated copy of the oath.

1. The original signed and dated oath will be filed in the employee’s
personnel folder.

2. If requested, the employee will receive a copy of the signed oath.
1.30.040 Training

Ethics training shall be conducted for all personnel, at a minimum,
biennially (every two years).
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1.40.010

1.40.020

1.40.030

Department Manual Established
1.40

Department Manual Established

Consistent with the Charter of the City of Nashville, Section 8.203, the
Chief of Police hereby establishes The Manual of the Metropolitan Police
Department of Nashville-Davidson County, TN and shall hereafter be
referred to as "the Department Manual" or herein as the “Manual.” Itis,
and shall be, a composite of current policies, procedures, and rules
pertaining to the department, as established under previously existing
Department orders, manuals, and approved practices. It describes the
Department's organizational structure and lists the responsibilities and
functions thereof. All employees of the Metropolitan Nashville Police
Department are responsible for reviewing and following directives and
provisions herein contained. All existing manuals, orders, and other
regulations which are in conflict with the contents of the Department
Manual are hereby revoked, except that the portions of existing manuals,
orders, and other regulations which have not been included herein shall
remain in effect where they do not conflict with the provisions of the
Department Manual.

The current edition of the Manual, with revision date, shall be posted on
the departmental internal website and available to all personnel. Written
approval for the Manual, bearing the signature of the Chief of Police, and
issued under the authority of the Charter and Code of Laws of the
Metropolitan Government shall remain on file in the Office of the Chief of
Police.

Severability

It is agreed that if any provision of this Manual or the application thereof to
any person or circumstance is held invalid, such invalidity shall not affect
other provisions or applications of parts of this Manual which can be given
effect without the invalid provision or application, and to that end the
provisions of this Manual are declared to be severable.

Incorporation by Reference & Inadvertent Omissions

All existing policies, procedures or guidelines rescinded by and at the
issuance of this manual are hereby incorporated by reference and shall
have the same force and effect as the original. If all, or a portion, of a
policy or procedure is inadvertently omitted, any error or omission shall be
corrected as soon as discovered.

Numbering System used in Departmental Manual

A modified decimal system is used to number each title, chapter, article,
section, subsection, paragraph, part, and sub-part of the Department
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Manual in order to provide quick reference to all material, to afford an easy
means of citing specific subjects, and to maintain the flexibility of format
necessary to facilitate expansion and revision of its contents.

A typical reference under the decimal system used in the Department
Manual would be "2.40.080(B)(1)(c)." The number “2” indicates that the
material is contained in Title 2 of the Manual. The entire citation
to "2.40.080(B)(1)(c)" conveys several facts:

First, that the material is in Title 2.

o Next, that it is in Chapter 40 of Title 2.

e Next, that it is in Article 080 of Chapter 40

« Finally, that it is in Section B, sub section 1, paragraph (c).

Title: designated through the use of Arabic numbers, followed
by a decimal point.

Chapter: designated through the use of Arabic numbers, followed
by a decimal point.

Article: designated through the use of Arabic numbers preceded
by a decimal point.

Section: designated through the use of an upper case letter.

Sub-sections: designated through the use of Arabic numbers.
Paragraphs: designated by lower case letters.

Parts: designated through the use of Arabic numbers encased in
parenthesis.
Sub-parts: designated by lower case letters encased in parenthesis.

General Structure of Manual

A.

Italics and Boldface type are used to highlight key words and phrases
requiring emphasis.

Provisions herein are to be interpreted using the ordinary meaning of
the language and plain meaning of the word, unless a provision
explicitly defines some of its terms otherwise.

Titles and subtitles appearing before the titles, chapters, articles,
sections, sub-sections, paragraphs, parts, or sub-parts are placed
herein for convenience and are not intended to determine or to restrict
the meaning of its provisions.

Words that are underlined denote terms defined by the text which

follows the underlined word(s), or emphasize action to be taken or
avoided.
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1.40

E. Unless otherwise specified, explicitly defined terms shall apply only
within the chapter in which the definition appears. Terms defined in this
chapter shall apply throughout the Manual.

F. The words "shall" and "will" mean mandatory, while the word "may"
is permissive. "Should" is used when a procedure is not mandatory,
but is in the best interest of the department.

G. Listed Items: Items not on the list are assumed not to be covered by
the provision. However, sometimes a list is illustrative, not
exclusionary. This is usually indicated by a word such as "includes" or
"such as".

H. If ambiguity exists in interpretation of a word or provision, analysis
should favor the purpose behind the word use or purpose of the
provision.

Dissemination and Revision

The dissemination and storage of the Manual shall be accomplished by
the following:

A. Initial Dissemination

1. The current edition of the Manual shall be conspicuously posted on
the internal departmental website and available to all employees.

2. All employees shall be required to sign a form acknowledging
notice of the expectation that they read and fully understand the
provisions therein and are responsible and accountable for the
provisions therein.

3. Each component commander shall maintain a printed version of the
manual. Each component’s printed copy shall be placed in an
appropriate binder, and stored where it is easily accessible by all
component personnel and available for departmental inspection.

4. All employees of the Metropolitan Nashville Police Department are
responsible for reviewing and following all new, revised, and active
departmental directives, policies, procedures, forms, and roll call
training bulletins. Such items will be maintained on the PDWEB
site and may be accessed through the department’'s PDWEB site
by clicking on the appropriate link. The PDWEB Site will maintain
an accurate and indexed log of all compulsory instructions.
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5. Revision

a. The Strategic Development Division shall maintain
administrative control of the Manual and shall conduct such
review as may be necessary to ensure that provisions remain
relevant and any necessary revisions are made.

b. Notice of the dissemination of new or revised directives shall be
sent electronically to all component commanders by
departmental email, and, if appropriate, accompanied by a roll
call training document.

c. Recommendations for Revisions

(1) Requests, not originating from within the Chief of Police
Bureau, to revise any departmental directive will be sent to
the Strategic Development Division via the appropriate
chain-of-command. The proposed revisions shall include the
new wording and justification as to why the change should
be made. The revision consideration and development
process will be conducted in accordance with Strategic
Development Division procedures and established policy.

(2) Expedited requests, originating from the Chief of Police
Bureau or executive staff may be immediately considered
and made.

6. Roll Call Training

Supervisors shall review all new directives, and other official
announcements regarding policy and procedure changes, Roll Call
Training Bulletins, and similar announcements at roll call for a
minimum of three days. Each time the supervisor reviews the
directive at roll call; they shall initial and date the roll call training
document for that specific directive. If a roll call training guide is not
used, a copy of the directive will be signed and initialed by the
supervisor. Because understanding is critical to compliance, the
supervisor is responsible for providing any additional instruction an
employee might need.

When a written directive is issued, supervisors shall ensure all
employees under their command are aware of the new directive, by
having them sign an appropriate receipt form acknowledging they
have received notice of the directive and accept responsibility to
review the directive. Once all personnel have signed
acknowledging the directive, the worksheet or receipt form shall be
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placed in the directive log. The directive log shall be maintained at

each component, remain current, and be subject to departmental
inspection.
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Orders, Directives, Rules or
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1.50 Orders, Directives, Rules or Regulations in Effect

1.50.010 All orders, written directives, memorandums, rules, procedures, or
regulations that have been previously issued or approved by the signature
or authority of the Chief of Police and such Chief of Police retires, resigns,
or otherwise is incapacitated, shall remain in effect until and unless
rescinded or canceled by the current Chief of Police.

Only the Chief of Police, or his/her designee, has the authority to issue,
modify, or approve revisions to the Manual.

1.50.020 Contents

1.

2.

Any directive, policy, or procedure with departmental consequence
shall be included in the manual. The Manual should include, but not
be limited to statements of agency policy, procedures for carrying out
departmental activities, rules and regulations, and other topics as may
be deemed appropriate.

The Manual, its contents, and any additions, removals or revisions
shall be approved through a formal review process conducted by the
Chief of Police and such other personnel as may be necessary.

1.50.030 Standard Operating Procedure (SOP) Manuals

1.

3.

A SOP manual is a document which describes the regularly recurring
operations relevant to the department unit, section, or division which
issues the SOP. The purpose of a SOP is to provide guidance and
information specific to the operation it describes and to assist
employees in carrying out the operations correctly.

. Departmental components making use of an SOP shall make it

available to all assigned employees and a printed copy made available
at the place(s) where the work is done. Employees will acknowledge
receipt of the SOP, and any revisions as they occur, using the same
method as used for written directives. The manual shall remain the
property of the component and must be returned when personnel is
transferred or is no longer assigned to that component.

An SOP is a compulsory instruction. Deviations from an SOP are, for
purposes of corrective and/or disciplinary actions, considered
deviations from the Manual.

. Standard Operating Procedure manuals, with content limited in scope

to a unit, section, division or bureau, shall exist separate from the
Department Manual, be consistent with the Manual, and be reviewed
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by their respective command personnel, and approved by their bureau
chief prior to issuance. Final drafts of standard operating procedure
manuals shall be submitted to the Strategic Development Division to
ensure compliance with established policy.
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1.60 Departmental Forms

A. The Strategic Development Division is responsible for the development
of forms, with a control process to include:

1.

Ensuring that the information captured in departmental forms is
essential and not duplicative, as much as possible.

Reviewing and evaluating forms as may be necessary.

Ensuring that the format is consistent with the records maintenance
and data processing requirements of the department.

. Ensuring that appropriate master file copies and electronic files of

all departmental forms exist. The electronic files shall contain the
form title, number identifier, publication revision date, and
descriptive comments when appropriate.

When new or modified forms are suggested, receive input from the
affected components.

Reviewing and authorizing for publication approved departmental
forms and assigning appropriate identifier numbers.

Ensuring that the Chief of Police, or his/her designee, approve
forms prior to use.

Supply Section shall be responsible for the maintenance

and storage of all forms, and ensure an adequate supply of forms is
available at all times. As forms are canceled or revised, Supply
Section will remove the outdated copies from circulation and
destroy them. Inspections personnel are responsible for making
periodic checks to ensure only current forms are in use by
department personnel.

B. Establishment of New Forms/Revision or Discontinuance of Existing
Forms

1.

New Forms:

a. Departmental employees proposing a new form will submit a
memorandum and a sample of the proposed form with complete
specifications for layout, typeface, etc., through their chain of
command to the Strategic Development Division.
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b. The supervisor of the person submitting the new form must sign
the proposal.

c. The Strategic Development Division personnel will determine if
a suitable form exists. If an existing form appears appropriate, a
copy will be forwarded to the requesting personnel. If the
existing form is considered unsuitable, the requesting supervisor
shall return the form with an explanation. If a new form is
required, the Strategic Development Division personnel will
provide technical assistance, staff as necessary, assign proper
form numbers, and place the memorandums and a copy of
finalized forms into the forms file.

2. Revision/Discontinuance of Existing Forms

a. The format of a numbered form shall not be altered without
authorization of the Strategic Development Division. Any entity
requesting the revision or discontinuance of an existing form will
submit a memorandum through their chain of command to the
Strategic Development Division:

(1) The memorandum will be signed by the supervisor of the
submitting entity.

(2) The Strategic Development Division will staff the proposal as
appropriate.

(3) Proposed form revisions or discontinuations shall be
processed with the procedures detailed in Section B, sub-
section 1., above.

3. Form Number Identifier

a. All forms originating within the department must have an
assigned MNPD number. The identification number consists of
three numerical identifiers in the upper left corner of the page.

b. This number is assigned by the Strategic Development Division
and maintained in a form log. The Strategic Development
Division shall also maintain an original of all forms in a master
form file.
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1.70 Organizational Structure

A.

The Department is organized by function into bureaus. Each bureau is
divided into divisions, precincts, sections, units, and/or programs. A
division or precinct may contain several units or functions. Each
organizational component of the Department shall be under the direct
command of only one supervisor. The MNPD Organization Chart shall
be updated as determined by the Chief of Police.

The Police Department shall be composed of the Chief of Police, who
shall be appointed by the Mayor, and such subordinate police officers
and employees as may be necessary to preserve the peace, protect
persons and property, and enforce laws and ordinances.

. The department's organizational structure is to be depicted graphically

on an organizational chart that will be reviewed as necessary by the
Strategic Development Division. The chart will be made available to all
departmental components, and posted on the PDWeb Site. It should
also be displayed prominently on a bulletin board or such area
designated for postings visible to all component employees. The
organizational chart will reflect the formal lines of authority and
communication mandated in the department organizational structure
orders.

. The current Metropolitan Nashville Police Department Organizational

Chart can be accessed at the following link:

http://pdweb/forms/form 001.pdf
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1.80 Departmental Goals & Objectives

The Chief of Police, to help ensure direction and unity of purpose, shall
ensure that departmental activities are guided by purposeful goal setting
and objective measurement of those goals.

A.

For purposes of this chapter, the following definitions apply:

1. Goal: A relatively broad statement of the end or result that one
intends ultimately to achieve. The goal provides a method for the
Metropolitan Nashville Police Department to achieve its Mission
Statement.

2. Objective: An objective is a result that one intends to attain in
order to achieve partial fulfilment of a goal. A well-stated objective
tells exactly what will be done, how it will be measured, when it will
be accomplished, and who is responsible or accountable for its
accomplishment.

. Goals and objectives shall be formulated and updated annually for

each organizational component:

1. The Chief of Police shall be responsible for the development of the
department’s overall goals and objectives.

2. Component commanders shall be responsible for developing goals
and objectives for their respective components.

Within the components, those responsible for the development of goals
and objectives are encouraged to involve personnel within the
component in the planning process. These goals and objectives
should be realistic, attainable, and measurable.

Each departmental component shall submit their goals and objectives,
through their chain of command, to Strategic Development, who will
forward them to the Chief of Police.

. Commanders shall distribute copies of their goals and objectives, as

well as the department goals and objectives, to all affected personnel.
A copy of each shall also be posted prominently within the work area of
the component.

The Strategic Development Division shall cause a goal setting and

objective measurement program to be developed for each
organizational component and require any appropriate reporting.
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F. The reporting time period, review periods, format, and reporting

methods for goals and objectives shall be clearly announced and
established.
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1.90 Organizational Structure of the Chief of Police

1.90.010 Generally

1.90.020

A.

The purpose of this order is to describe the objectives, organizational
structure, and duties and responsibilities of the Office of the Chief of

Police and other components who fall under the responsibility of that
office.

It is the policy of this department that each component assigns the
sworn and civilian personnel required to perform assigned
administrative duties. The component commander shall establish the
duties. Personnel shall be responsible to that commander or another
person so designated.

Definitions

A.

Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control
Deputy Chief of Police.

Division: The primary element part of the Office of Chief of Police,
self-contained and capable of independent action in providing a
specific function of the office, under the direction and control of a
member subordinate only to the Chief of Police.

Precinct: A clearly defined geographic area of considerable size that
is usually an element part of a division and capable of independent
action in providing the same specific function as the division, under the
direction and control of a member subordinate to the member
commanding the division.

Section: The primary element part of a division, performing one or
more functional tasks of the division, under the direction and control of
a member subordinate to the division commander.

Shift: A predetermined or scheduled tour of duty, responsible for
performing one or more functional tasks of a component during the
specified time period, under the general supervision of a member
subordinate only to the component commander.

Unit: A component of an element listed above, generally responsible
for performing a specific and specialized task under the direct
supervision of a member subordinate only to the commander of the
component of which the unit is a part.
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G. District: A clearly defined geographic area of variable size, usually a
subdivision of a precinct and capable of independent action in
providing the same specific function as the precinct on a smaller scale,
under the general supervision of a member subordinate to the shift
commander.

H. Zone: A clearly defined geographic area of variable size, usually a
subdivision of a district and capable of independent action in providing
the same specific function as the district, but under the general
supervision of the member in charge of the district.

|. Detail or Squad: A small and subordinate part of any component that
is assigned a particular task, under the supervision of a designated
member.

1.90.030 Office of the Chief of Police
A. Objectives

As the principal administrative element of the Metropolitan Nashville
Police Department, the primary objective of the Chief of Police shall be
to plan, direct, and administer the law enforcement program and
activities of the Metropolitan Government. The Office of the Chief of
Police shall develop and maintain a total police service program, which
will provide acceptable standards for meeting current demands in:

Preservation of peace;

Prevention and detection of crime;

Apprehension of criminals;

Protection of personal and property rights; and

Enforcement of the ordinances of Metropolitan Nashville and
Davidson County, the State of Tennessee, and the United States of
America.
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B. Organization

The Office of the Chief of Police shall be further organized into
divisions, sections, and other such units to include the following:

Chief of Police;

Deputy Chief of Police;

Public Information Office;

Professional Standards Division;

a) Legal Resources

b) Office of Professional Accountability
5. Fiscal Affairs Division; and

rObM=
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6. Field Supervisor Section.
a) Duties and Responsibilities

The duties and responsibilities of the Office of the Chief of Police shall
include:

1. The establishment of bureaus, divisions, sections, or units
necessary to maintain the proper operation of the department;

2. The establishment of zones, districts, and the assignment of
department members to their respective posts, shifts, details, and
duties consistent with their rank;

3. The making of regulations concerning the operation of the
department, the conduct of the officers and employees, their
uniforms, arms, and other equipment for their training;

4. Planning, organizing, and directing the maintenance of law and
order, the protection of life and property, the regulation of traffic, the
apprehension and arrest of law violators, and the maintenance of
police records;

5. Analyzing operational and service demands and devising plans and
procedures;

6. Conferring with citizens and city officials on law enforcement
problems and assisting in the development of municipal law
enforcement policies;

7. Instructing subordinates in proper methods and the handling of
unusual problems;

8. Making decisions relative to emergency conditions not governed by
established policies and regulations;

9. Inspecting police records, radio logs, and files to ensure accuracy
and completeness of information;

10.Reviewing reports submitted by subordinate officers;

11.Maintaining a list of all administrative reports to include:

a. person(s) or position(s) responsible for completing the report(s);
b. purpose of the report(s);

c. frequency of the report(s); and

d. distribution of the report(s).

12.Preparing weekly reports relative to accidents, violations, and
arrests;

13. Coordinating county law enforcement activities with those of other
agencies;

14.Inspecting police vehicles, equipment, and arranging for their
proper maintenance;

15. Attending police conferences;

16. Selecting personnel and enforcing discipline;
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17.Supervising special studies in the preparation of comprehensive
reports;

18.Ensuring that the department complies with established standards
and procedures for recruitment, selection, and promotion of
personnel;

19.Causing the development, implementation, and maintenance of
detailed department manuals of procedure for each bureau,
division, or section by the commanding officer or supervisor of each
organizational element;

20.Creating and maintaining administrative councils, committees,
boards, and other such functional panels for conducting periodic
meetings to discuss, analyze, and resolve current inter-
departmental problems, establish policy, and such other actions
related to the efficient and effective operation of the department;

21.Developing and implementing an administrative personnel service
program designed to:

a. provide continuous, progressive personnel training and
development;

b. provide continuous, comprehensive evaluation of personnel;

c. recognize outstanding personnel performance;

d. improve personnel working conditions so as to achieve
maximum efficiency and improve morale; and

e. improve the quality of performance in areas of common
responsibility by adopting new techniques and methods.

22.Working diligently for the enactment and strengthening of
ordinances and laws for the restraint of criminal activities;

23.Maintaining liaison with other governmental agencies, as well as
private organizations concerned with law enforcement issues;

24.Maintaining a record of all complaints of misconduct;

25.Maintaining an MNPD Form 313, Internal Incident Report, log;

26.Responding to media requests for information;

27.Maintaining an active alliance with professional police authorities
and participating in programs for mutual improvement of proficiency
in combating crime and traffic problems;

28.The formulating of goals and objectives pertinent to the operation of
the department on an annual basis;

29. Administering the department's fiscal affairs in a manner calculated
to convert available resources into optimum effective police service;

30. Obtaining a written signed copy of labor agreements in order to:

a. ensure that any written directives affected by the agreement are
reviewed and, if necessary, amended; and
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b. ensure that information contained in the agreement is
disseminated to the managers and supervisors of affected
employees.

31.Performing such other duties and discharging such other
responsibilities as may be assigned by the Mayor.

1.90.040 Public Information Office

A.

Objectives

The primary objectives of the Public Information Office shall be:

1. The dissemination of information regarding the department to the
public; and

2. Informing the community and the news media of events within the
public domain that involve the department.

Organization

The Public Information Office shall be organized into units to include:
1. Office Supervisor; and
2. Other personnel required for efficient operation.

Duties and Responsibilities

1. Oversees and participates in the promotion of programs, services,
and events occurring within the department by:

a. assisting news personnel in covering news stories and at the

scenes of incidents;

being available for on-call responses to the news media;

preparing and distributing department news releases;

arranging and assisting in news conferences;

coordinating and authorizing the release of information

regarding victims, witnesses, and suspects;

assisting in crisis situations within the department;

coordinating and authorizing the release of information

concerning confidential departmental investigations and

operations;

h. approving distribution of articles and other materials for
presentation to the news media;

i. conducting interviews as needed;

j- writing and reviewing public service announcements, news and
feature articles, and other informative pieces; and

k. proofreading and editing materials submitted for publication
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2. Supervises employees by:

a. assigning duties;
b.

ensuring employees perform work in a correct and efficient
manner;

c. evaluating performance;
d.
e.

counseling and correcting; and
training.

3. Performs administrative duties by:

a.

No oA

formulating policies and procedures involving public contact by
members of the department;

maintaining records and files on news releases and public
service announcements;

writing letters and memorandums; and

responding to questions from the public concerning published
items, programs, or services.

Develops and coordinates exhibits and displays;

Makes personal appearances or speeches as needed;
Administers the department employee awards program; and
Reviews and coordinates public record requests; liaison with other

agencies regarding requests (District Attorney, Medical Examiner,
Sheriff, etc.).

1.90.050 Field Supervisor Section

A. Objective

The primary objectives of the Field Supervisor Section shall be:

1. To provide a command level presence during hours when other
captains or commanders are not working;

2. To ensure that all departmental policies and procedures are
followed consistently throughout the department.

B. Organization

A Field Supervisor, at a minimum, holds the rank of Captain, and is
assigned to the Office of the Chief of Police.
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C. Duties and Responsibilities

1.

2.

Field Supervisors generally work in uniform, primarily evaluating the
quality of the department's operations.

The Field Supervisor Section will also provide the department's
executive and command level personnel with a means of regularly
assessing the department's efficiency and effectiveness.

The Field Supervisor Section will generally provide coverage in the
field on a schedule to provide maximum coverage during hours
when command presence is generally not available.

Field Supervisors shall notify the ECC of their work schedule,
monitor radio frequencies as appropriate and have established
protocols for immediate contact with the ECC during their hours of
duty.

Field Supervisors, during their work hours, will regularly be
immediately notified and respond as appropriate to the following:

The death of a person,;

Injury or death of a MNPD or government employee;

Discharge of a weapon by MNPD employee;

When a person is seriously injured or dies from an incident

involving the MNPD;

e. Other situations involving an Incident Command, or as
necessary;

f. Vehicle crashes involving death or life threatening injuries to a
person injured,;

g. Vehicle crashes involving government vehicles where a person
is injured,;

h. Vehicular pursuits;

i. When another jurisdiction comes into Davidson County in a
vehicular pursuit;

j- Any cutting, stabbing or shooting type call (10-51 or 10-52) as
determined by the text in the call for service;

k. A potential hostage or SWAT type call as determined by the text
in the call for service;

I.  Any other type call requiring a large amount of resources from
the precinct (large may be defined as one entire district on one
call);

m. A burglary call, when the suspect presence in the structure is
confirmed (either residential or commercial);

n. When the Hazardous Device Unit, SWAT, Negotiators, SID
Gang or Terror Units, or non-MNPD law enforcement agencies
are called out in response to a call;

0. Any other call where the text of the call indicates there is a high

potential for large or multi-agency response, violence, or serious

property damage.
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6. Field Supervisors shall, as necessary, notify appropriate members
of the Chief's Executive Staff, Precinct/Division Commanders, and
other appropriate personnel about specific situations. It is the
responsibility of the Executive Staff member to make notification to
the Chief of Police.

7. When necessary, Field Supervisor Section personnel will authorize,
direct and/or ensure the seamless delivery of MNPD services
through line authority in the event of a conflict between MNPD
Divisions or Precincts that cannot be resolved by the on-duty chain
of command. An order from a Field Supervisor in resolving
conflicts between different areas in the police department has the
same authority as a member of the Chief of Police's Executive
Staff. This will include conflicts between MNPD personnel and
other local, state, or federal agencies.

8. Field Supervisors will summarize, via email, the daily activities of
their duties noting any issues or observations that would assist the
Executive Staff of the MNPD. This email will be addressed to the
Chief of Police, Executive Staff, and Precinct Commanders.

9. For the purposes of this article, the Executive Staff members are:
the Deputy Chiefs of Police, the Director of the Office of
Professional Accountability, the Chief Financial Officer, the
Commander of the Strategic Development Division, the Public
Affairs Manager, the Director of Behavioral Services, and the
Executive Assistant to the Chief of Police.

1.90.060 Professional Standards Division

See Written Directive 1.130 Organizational Structure of The
Professional Standards Division

1.90.070 Fiscal Affairs Division

See Written Directive 7.20 Fiscal Affairs Procedures
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1.100 Organizational Structure of the Investigative Services Bureau

1.100.010 Generally

1.100.020

1.100.030

A.

The purpose of this order is to describe the objectives, organizational
structure, and the duties and responsibilities of the Investigative
Services Bureau and other components that fall under the
responsibility of that bureau.

It is the policy of this department that each component assigns the
sworn and civilian personnel required to perform assigned duties. The
component commander shall establish the duties. Personnel shall be
responsible to that commander or another person designated by the
commander.

Definitions

A.

Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control of a
Deputy Chief of Police.

Division: The primary component of a bureau, self contained and
capable of independent action in providing a specific function of the
bureau, under the direction and control of a member subordinate only
to the bureau commander.

Section: The primary component of a division, performing one or
more functional tasks of the division, under the direction and control of
a member subordinate only to the division commander.

Unit: A component of an element listed above, generally responsible
for performing a specific and specialized task under direct supervision
of a member subordinate only to the commander of the element to
which the unit is a part.

Investigative Services Bureau

A. Objectives

The primary objectives of the Investigative Services Bureau shall be:

1. The investigation of criminal activity in the community;

2. The investigation of commercialized vice, drug related crimes,
organized crime, and subversive activity in the community;

3. The investigation of incidents involving juveniles; and
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B. Organization

The Investigative Services Bureau shall be organized into divisions,
sections, and other units to include the following:

Office of the Bureau Commander;
Criminal Investigations Division;
Specialized Investigations Division;
Youth Services Division;

Domestic Violence Division; and

arhLON=

C. Duties and Responsibilities

The commander of the Investigative Services Bureau shall be directly
accountable to the Chief of Police for the proper administration,
general management, and control of all matters related to the
operation of that bureau and shall be governed by the same duties,
responsibilities, and rules and regulations applicable to any other
commanding officer. They shall include the following:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operation of the bureau;

3. Familiarization with departmental policies and execution of a
service program within the area of responsibility of the bureau;

4. Preparing and submitting an annual budget for the bureau;

5. Exercising control over all purchases and disbursements for the
bureau;

6. Seeking the most qualified personnel to fill vacant positions in all
factions of the bureau;

7. Preparing and maintaining contingency plans for emergency or
disaster situations;

8. The formulating of goals and objectives pertinent to the operation of
the bureau on an annual basis; and

9. Performing such other duties and discharging such other
responsibilities as may be assigned by the Chief of Police.

1.100.040 Criminal Investigations Division
A. Objectives
The primary objectives of the Criminal Investigations Division shall be

the development and maintenance of a criminal investigations program
concerned with:
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1. The gathering and compiling of information pertaining to criminal
activities sufficient to warrant the arrest of criminal offenders;

2. The preparation of cases involving criminal activity sufficient to
cause the effective prosecution of criminal offenders; and

B. Organization
The Criminal Investigations Division shall be organized to include:

1. FBI Violent Crimes Task Force Unit
2. Personal Crimes Section
a. Homicide Cold Case Unit
b. Internet Crimes Against Children Unit
c. Adult Sex Crimes Unit
d. Sex Offender Registry Unit
3. Property Crimes Section
a. Auto Theft Unit
b. Fraud Unit
c. Pawnshop Unit

C. Duties and Responsibilities

The commander of the Criminal Investigations Division shall be directly
accountable to the Deputy Chief of the Investigative Services Bureau
for the proper administration, general management and control of all
matters related to the operation of that division and shall be governed
by the same duties and responsibilities, rules and regulations
applicable to any other commander of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities of the division;

3. Organizing, directing, and controlling all the resources of the
division, maintaining operations at a productive level, and making
the command flexible to ensure optimum performance;

4. Exercising control over all purchases and disbursements for the
division;

5. Seeking the most qualified personnel to fill positions in the division;

6. Analyzing data concerning crime and other incidents to aid in the
utilization of resources;

7. Maintaining records of daily assignments, communications, and the
identity of persons wanted or apprehended in connection with
offenses;
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8. Causing interviews of arrested persons and witnesses to assist in
case preparation;

9. Assigning personnel to special investigative units responsible for
the investigation of specific types of crimes;

10. Consulting with other command personnel in order to prepare
contingency plans for dealing with emergency or disaster situations;

11.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

12.Performing other duties and discharging other responsibilities that
may be assigned by the commander of the Investigative Services
Bureau.

1.100.050 FBI Violent Crimes Task Force Unit
A. Objective

The objective of the FBI Violent Crimes Task Force Unit shall be the
investigation for federal prosecution on those responsible for violent
federal/state crimes to include bank robberies, kidnappings, extortion,
crimes against children, and other offenses as are deemed
appropriate.

B. Duties and Responsibilities

The personnel of the FBI Violent Crimes Task Force Unit shall be
directly accountable to the commander of the Criminal Investigations
Division for the proper administration, general management and
control of all matters related to the operation of the unit and shall be
generally governed by the same duties and responsibilities, rules and
regulations applicable to any other supervisor of the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the section
flexible to ensure optimum performance;

4. Assisting the commander of the Criminal Investigations Division in
the analysis of crime and incident data;

5. Assigning personnel in order to effectively meet the needs of the
unit;

6. Remaining available to other department components in order to
achieve common objectives;

39 of 1236



Organizational Structure of the
Investigative Services Bureau
1.100

7. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

8. Providing other services as may be required for the good of the
department and the community.

1.100.060 Personal Crimes Section
A. Objective

The primary objective of the Personal Crimes Section shall be the
investigation of crimes committed against persons.

B. Organization

The Personal Crimes Section shall be organized to include the
following:

Cold Case Homicide Unit

Internet Crimes Against Children Unit
Adult Sex Crimes Unit

Sex Offender Registry Unit
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C. Duties and Responsibilities

The Personal Crimes Section commander shall be directly accountable
to the commander of the Criminal Investigation Division for the proper
administration, general management, and control of all matters related
to the operation of that section and shall be governed by the same
command duties and responsibilities and rules and regulations
applicable to any other commander of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the section;

4. Seeking the most qualified personnel to fill vacant positions in the
section;

5. Analyzing crimes involving personal crimes to aid in the utilization
of resources;

6. Remaining alert to the need for improved methods and techniques
pertaining to investigations for which the section is responsible;

7. Providing for the continued training of all investigators assigned to
the section;

40 of 1236



Organizational Structure of the
Investigative Services Bureau
1.100

8. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

9. Performing other duties and discharging other responsibilities as
may be assigned by the commander of the Criminal Investigation
Division.

1.100.070 Cold Case Homicide Unit
A. Objective

The objective of the Homicide Cold Case Unit shall be the investigation
of the following incidents:

1. Cold case homicides that are unsolved and not currently assigned
to the precinct investigative elements;

2. Officer involved shootings;

Reported adult missing persons; and

4. Special investigations determined by the chief of police or
designee.

w

The Cold Case Homicide Unit may also assist in the investigation of
homicides or other personal crime cases assigned to precinct
detectives that involve unusual circumstances where the skills of an
experienced homicide detective may be needed.

B. Duties and Responsibilities

The supervisor of the Cold Case Homicide Unit shall be directly
accountable to the commander of the Criminal Investigations Division
for the proper administration, general management and control of all
matters related to the operation of the unit and shall be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the
section flexible to ensure optimum performance;

4. Assisting the commander of the Criminal Investigations Division in
the analysis of crime and incident data;
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Assigning personnel in order to effectively meet the needs of the
unit;

Remaining available to other department components in order to
achieve common objectives;

Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

Providing other services as may be required for the good of the
department and the community.

1.100.080 Internet Crimes Against Children

A. Objective

The primary objective of the Internet Crimes Against Children Unit shall be
the investigation and security of information and evidence for the eventual
arrest and prosecution of persons who commit online child exploitation
and distribution of child pornography.

B. Duties and Responsibilities

The supervisor of the Internet Crimes Against Children Unit shall be directly
accountable to the supervisor of the Personal Crimes Section for the
proper administration, general management, and control of all matters
related to the operation of the section and is generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other supervisor of the department. Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;

. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the unit
flexible to ensure optimum performance;

. Assisting the commander of the Personal Crimes Section in the

analysis of crime and incident data;

. Assigning personnel in order to most effectively meet the needs of

the unit;

. Remaining available to other department components in order to

achieve common objectives;

. Formulating goals and objectives pertinent to the operation of the unit

on an annual basis; and

. Performing other services required for the good of the department

and the community.
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1.100.090 Adult Sex Crimes Unit

A. Objective

The primary objective of the Adult Sex Crimes Unit shall be the
investigation of the following incidents:

ONO RN =

Rape;

Attempted Rape;

Sexual Battery;

Sexual Assault with an Object;
Sodomy;

Incest;

Child Pornography; and
Indecent Exposure.

B. Duties and Responsibilities

The supervisor of the Adult Sex Crimes Unit shall be directly
accountable to the commander of the Criminal Investigations Division
for the proper administration, general management, and control of all
matters related to the operation of the unit and be generally governed
by the same duties and responsibilities, rules and regulations
applicable to any other supervisor of the department. Assigned duties
shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;
Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the
section flexible to ensure optimum performance;

Assisting the commander of the Criminal Investigations Division in
the analysis of crime and incident data;

Assigning personnel in order to most effectively meet the needs of
the unit;

Remaining available to other department components in order to
achieve common objectives;

Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

Performing other services required for the good of the department
and the community.
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1.100.100 Sex Offender Registry Unit
A. Objective

The primary objective of the Sex Offender Registry Unit shall be the
investigation of the following:

1. Registration of Offenders;
2. Offender Compliance; and
3. Coordination of Enforcement Actions.

B. Duties and Responsibilities

The supervisor of the Sex Offender Registry Unit shall be directly
accountable to the supervisor of the Personal Crimes Section for the
proper administration, general management, and control of all matters
related to the operation of the unit and is generally governed by the
same duties and responsibilities, rules and regulations applicable to
any other supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;

3. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the
section flexible to ensure optimum performance;

4. Assisting the commander of the Personal Crimes Section in the
analysis of crime and incident data;

5. Assigning personnel in order to most effectively meet the needs of
the unit;

6. Remaining available to other department components in order to
achieve common objectives;

7. Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

8. Performing other services required for the good of the department
and the community.

1.100.110 Property Crimes Section
A. Objective

The primary objective of the Property Crimes Section shall be the
investigation of crimes committed against property which include:
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1. Motor vehicle theft or any attempted motor vehicle theft;
2. Fraud or any attempted fraud offenses;

3. Pawn shop crimes;

4. All other related offenses.

B. Organization

The Property Crimes Section shall be organized to include the
following:

1. Auto Theft Unit;
2. Fraud Unit;
3. Pawnshop Unit;

C. Duties and Responsibilities

The Property Crimes Section commander shall be directly accountable
to the supervisor of the Criminal Investigation Division for the proper
administration, general management, and control of all matters related
to the operation of that section and shall be governed by the same
command duties and responsibilities and rules and regulations
applicable to any other commander of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the section;

4. Seeking the most qualified personnel to fill vacant positions in the
section;

5. Analyzing crimes involving property crimes to aid in the utilization of
resources;

6. Remaining alert to the need for improved methods and techniques
pertaining to investigations for which the section is responsible;

7. Providing for the continued training of all investigators assigned to
the section;

8. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

9. Performing other duties and discharging other responsibilities as
may be assigned by the commander of the Criminal Investigation
Division.
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1.100.120 Auto Theft Unit

A. Objectives

The primary objective of the Auto Theft Unit shall be to investigate the
following incidents:

1.
2.

Motor vehicle theft; and
Theft from Motor Vehicle (only the parts and accessories).

B. Duties and Responsibilities

The supervisor of the Auto Theft Unit shall be directly accountable to
the supervisor of the Property Crimes Section for the proper
administration, general management, and control of all matters related
to the operation of that unit and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;

. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the unit
flexible to ensure optimum performance;

. Assisting the commander of the Property Crimes Section in the

analysis of crime and incident data;

. Assigning personnel in order to most effectively meet the needs of

the unit;

. Remaining available to other department components in order to

achieve common objectives;

. Formulating goals and objectives pertinent to the operation of the

unit on an annual basis; and

. Performing other services required for the good of the department

and the community.

1.100.130 Fraud Unit

A. Objective

The primary objective of the Fraud Unit shall be the investigation of
incidents involving:

1.
2.

Fraud;
Criminal Simulation of Documents / Forgery;
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3. Embezzlement / Employee Theft;
4. Theft (checks and/or credit cards); and
5. Identity Theft.

B. Duties and Responsibilities

The supervisor of the Fraud Unit shall be directly accountable to the
supervisor of the Property Crimes Section for the proper
administration, general management, and control of all matters related
to the operation of that unit and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;

3. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
flexible to ensure optimum performance;

4. Assisting the commander of the Property Crimes Section in the
analysis of crime and incident data;

5. Assigning personnel in order to most effectively meet the needs of
the department;

6. Remaining available to other department components in order to
achieve common objectives;

7. Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

8. Performing other services required for the good of the department
and the community.

1.100.140 Pawn Shop Unit
A. Objective

The Pawnshop Unit is responsible as a central repository for
information related to Pawn Shops and their enforcement.

B. Duties and Responsibilities

The supervisor of the Pawnshop Unit shall be directly accountable to
the supervisor of the Property Crimes Section for the proper
administration, general management, and control of all matters related
to the operation of that unit and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:
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. Maintaining liaison with all other elements of the department and

allied agencies;

. Serving as the representative of the department to any agency

concerned with the activities and operations of the unit;

. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the unit
flexible to ensure optimum performance;

. Assisting the commander of the Property Crimes Section in the

analysis of crime and incident data;

. Assigning personnel in order to most effectively meet the needs of

the department;

. Remaining available to other department components in order to

achieve common objectives;

. Formulating goals and objectives pertinent to the operation of the

unit on an annual basis; and

. Performing other services required for the good of the department

and the community.

1.100.150 Specialized Investigations Division

A. Objective

The primary objectives of the Specialized Investigations Division shall
include the following:

1.

2.

3.

The suppression and prevention of all commercialized vice
offenses and activities;

The gathering and compiling of information on all phases of criminal
activity;

The gathering and compiling of information on all groups or persons
who may be a security or criminal threat to the government or its
citizens; and

. The specialized assistance to other elements of the department

and other law enforcement agencies.

B. Organization

The Specialized Investigations Division shall be organized to include
the following:

1.
2.

Division Commander;
Vice/Gang Enforcement Section;

a. General Vice Unit
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b. Gang Unit
c. Project Safe Neighborhood Unit

. Narcotics Section;

a. Narcotics Unit

b. Drug Interdiction ‘Jnit

c. DEA Task Force

d. Major Crimes Task Force

4. Seizure & Equipment Section;

a. Seizure Unit
b. Tech and Equipment Unit

5. Security and Threat Section; and

a. Dignitary/Executive Security Unit
1. Crime Stoppers

b. Counterterrorism Unit
1. Intelligence Unit
2. Analytical Unit

3. Joint Terrorism Task Force

6. Other personnel required for efficient operation.

C. Duties and Responsibilities

The commander of the Specialized Investigations Division shall be
directly accountable to the Deputy Chief of the Investigative Services
Bureau for the proper administration, general management, and
control of all matters related to the operation of that division and be
generally governed by the same duties and responsibilities, rules and
regulations applicable to any other commander in the department.
Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the division;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

. Organizing, directing, and controlling all resources of the division,

maintaining operations at a productive level, and making the
division sufficiently flexible to ensure optimum performance;

Remaining alert to the need for improved methods and techniques
unique to the operations of the division;
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6. The preparation of an annual budget encompassing the total
operation of the division;

7. Exercising control over all purchases and disbursements for the
division;

8. Seeking the most qualified personnel to fill vacant positions in the
division;

9. Instructing and directing subordinates in methods for the discovery,
prevention, and suppression of vice offenses;

10. Causing the investigation of conditions adversely affecting the
health and welfare of the community;

11.Causing the enforcement of all laws, ordinances, and regulations of
the Metropolitan government;

12.Ensuring that proper precautions are taken for the confidentiality of
plans for securing search warrants and conducting raids;

13.Ensuring that proper procedures are in place to ensure the security
of evidence;

14. Maintaining liaison with prosecuting and court officials;

15. Analyzing crimes involving vice and intelligence offenses to aid in
the utilization of resources;

16. Assisting other components in the investigation of vice and
intelligence activities;

17.Providing security for the mayor’s office;

18.Providing security for all visiting dignitaries;

19.Submitting a written status report to the Chief of Police on a
quarterly basis;

20.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

21.Performing other services required for the good of the department
and the community.

1.100.160 Vice/Gang Enforcement Section
A. Objectives
The primary objectives of the Vice Enforcement Section shall be:

1. The suppression and prevention of prostitution and other sexual
acts for compensation;

2. The suppression and prevention of illegal activities in the areas of
gambling;

3. The development and maintenance of special record files
containing information on all known prostitutes, gamblers, and
persons suspected of being involved in such illegal activity; and

4. Providing special assistance to other department components in
the apprehension and investigation of persons involved in areas of
interest to the section.
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The primary objectives of the Gang Enforcement Section shall be:

1. Combat gang related crime through active suppression,
investigation, and intelligence gathering.

2. Assist in investigating crimes that are reported as gang related
(such as assault, vandalism, narcotic related, etc.).

. Organization

The Vice/Gang Enforcement Section shall be organized to include the
following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

. Duties and Responsibilities

The commander of the Vice/Gang Enforcement Section shall be
directly accountable to the supervisor of the Specialized Investigations
Division for the proper administration, general management, and
control of all matters related to the operation of that section and be
generally governed by the same duties and responsibilities, rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Causing the inspection of public places within the area of
responsibility of the section to ensure compliance with all laws and
ordinances pertinent to their operation;

6. Causing the investigation of conditions adversely affecting the
health and welfare of the community;

7. Causing the enforcement of all laws, ordinances, and regulations
especially in the areas of concern to the section;

8. Analyzing crimes involving areas of particular interest to the section
to aid in the utilization of resources;
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9. Establishing and maintaining confidential and secure record files of
all known and suspected persons involved in gangs, prostitution,
and gambling;

10.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

11.Providing other services required for the good of the department
and the community.

1.100.170 Narcotics Section
A. Objectives
The primary objectives of the Narcotics Section shall be:

1. The suppression and prevention of illegal drug traffic;

2. The development and maintenance of special record files
containing information on all phases of drug activity; and

3. Providing special assistance to other department components in
the apprehension and investigation of drug offenders.

The primary objectives of the Drug Interdiction Unit shall be:

1. The suppression and prevention of illegal drug trafficking and the
interdiction of drugs, monies, firearms and any other contraband
used for criminal purposes;

2. The development and maintenance of special record files
containing information on all phases of drug activity; and

3. Providing special assistance to other department components in
the apprehension and investigation of drug offenders.

The primary objectives of the Major Crimes Task Force shall be:

1. The suppression and prevention of illegal drug trafficking,
especially large scale trafficking;

2. The development and maintenance of special record files
containing information on all phases of drug activity; and

3. Providing special assistance to other department components in
the apprehension and investigation of drug offenders.

The primary objectives of the DEA Task Force shall be:
1. The suppression and prevention of illegal drug trafficking in
conjunction with our DEA partners;

2. The development and maintenance of special record files
containing information on all phases of drug activity; and
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3. Providing special assistance to other department components in
the apprehension and investigation of drug offenders.

B. Organization
The Narcotics Section shall be organized to include the following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Narcotics Section shall be directly accountable to
the commander of the Specialized Investigations Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by
the same duties and responsibilities, rules and regulations applicable
to any other supervisor in the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
command sufficiently flexible to ensure optimum performance;

5. Causing the inspection of all public places to ensure compliance
with all laws and ordinances pertinent to their operation;

6. Causing the investigation of conditions adversely affecting the
health and welfare of the community;

7. Causing the enforcement of all laws, ordinances, and regulations
especially in the area of drug abuse;

8. Analyzing crimes involving drug offenses to aid in the utilization of
resources;

9. Establishing and maintaining confidential and secure record files of
all known and suspected persons involved in drug related activities;

10.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

11.Providing other services required for the good of the department
and the community.
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1.100.180 Seizure & Equipment Section
A. Objectives
The primary objectives of the Seizure Unit shall be:

1. Controlling and maintaining all equipment and vehicles assigned to
the Specialized Investigations Division and other designated drug
enforcement components of the department;

2. Directing all aspects of the seizing of property in conjunction with
the Drug Control Act; and

3. Providing special assistance to other department components.

The primary objectives of the Equipment Section shall be:

1. Controlling maintaining, and assisting in the operation of all
technical equipment assigned to the Specialized Investigations
Division and other designated drug enforcement components of the
department;

2. Controlling and maintaining all narcotic test kits used by different
components of the department; and

3. Providing special assistance to other department components.

B. Organization

The Seizure & Support Section shall be organized to include the
following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Seizure & Support Section shall be directly
accountable to the commander of the Specialized Investigations
Division for the proper administration, general management, and
control of all matters related to the operation of that section and be
generally governed by the same duties and responsibilities, rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
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3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Conducting research and development in the fields of covert audio
and video intercepts;

6. Processing all necessary paperwork for property seizures in
conjunction with the Drug Control Act;

7. Maintaining documentation regarding the status and location of
seized vehicles;

8. Arranging for surplus property sales;

9. Maintaining a close working relationship with legal counsel in the
settlement and disposition of drug seizure cases;

10.The receiving and disbursement of funds obtained through the Drug
Control Act;

11.Maintaining all equipment and vehicles assigned to the Specialized
Investigations Division;

12.Overseeing major covert audio and video intercepts and
surveillances and maintaining an inventory of all audio and video
tapes for evidentiary purposes;

13.Overseeing enforcement and maintaining files and records related
to the Disorderly House Ordinance

14.Providing support to other components in the areas of audio and
video assistance, including audiotape enhancement;

15.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

16.Providing other services required for the good of the department
and the community.

1.100.190 Security and Threat Section

A. Objectives

The primary objectives of the Dignitary/Executive Security Unit shall
be:

1. To provide security for executive leadership and dignitaries;

2. To assist other security details with dignitary protection duties if
requested by another law enforcement agency and approved by the
commander of the Specialized Investigations Division; and

3. Any other security assignment assigned or approved by the
commander of the Specialized Investigations Division.

B. The primary objectives of Crime Stoppers shall be:
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To provide for the free flow of information from the public to the
department concerning criminal activity by providing cash rewards
to citizens;

To provide for the furnishing of information to law enforcement
agencies regarding criminal activity and wanted persons; and

. The fostering of better police-community relations through

increased public awareness.

C. The primary objectives of the Counterterrorism Unit shall be:

1.

2.

The gathering and compiling of information on all phases of
organized crime / terrorism which affect the community;
Cooperating with law enforcement agencies in other jurisdictions in
submitting current information on the activities of suspected and
known criminal elements;

The processing of all correspondence from other jurisdictions
requesting information on individuals connected with organized
crime / terrorism; and continuously informing the department's
various line elements of illegal activities operating within their
particular area of responsibility.

D. The primary objectives of the Analytical Unit shall be:

1.

oA

The gathering and compiling of information on all phases of
suspected criminal activity (past, present, and future) which affect
the community;

. Cooperating with law enforcement agencies in other jurisdictions in

submitting current information on the activities of suspected and
known criminal elements;

The processing of all correspondence from other jurisdictions
requesting information on individuals connected with organized
crime;

Ensuring the divisions compliance with 28 C.F.R. Part 23; and
Continuously informing the department's various line elements of
illegal activities operating within their particular area of
responsibility.

E. Selected Procedures

1.

All complaints will be directed to an investigator who will record and
document the complaint on the prescribed form. The confidentiality
of all complaints will be strictly maintained:;

Once enough intelligence data has been reviewed which tends to
show a pattern of criminal activity, the intelligence process is
focused on a potential offender for the purpose of developing
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additional information and evidence of criminal activity that would
tend to support a reasonable suspicion of crime;

3. Should evidence be developed at this point which tends to disprove
the belief of criminal activity, the investigation will cease and all
references to the subject will be removed from the section’s files;

4. If additional investigation indicates an organized pattern of criminal
activity, along with the identification of key members of the
organization, the case shall be turned over to operational
investigators for the accumulation of additional evidence to develop
“‘probable cause” leading to the arrest, indictment, and prosecution
of the perpetrators;

5. Members of the Specialized Investigations Division will not collect
intelligence data on any individual merely on the basis of that
person’s religious and/or political affiliations, race, sex, nationality,
sexual orientation, ethnic background, or the basis of that person’s
support of unpopular causes;

6. No member of the Specialized Investigations Division will provide
confidential information to any person without the expressed
permission of the Commander of the Specialized Investigations
Division; and

7. Performing other services required for the good of the department
and the community.

F. The primary objectives of the PSN Gun Unit shall be:
1. To track and develop gun related cases which have the potential to
be prosecuted at the federal level; and
2. Work cases which will be presented to federal prosecutors.
The Security Threat Section will also have the responsibility to assist
other officers in the investigation of suspected hate crimes and any
other sensitive investigations as assigned or approved by the
commander of the Specialized Investigations Division.
B. Organization

The Security Threat Section shall be organized to include the following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities
1. The SID Commander will assign a SID supervisor to act as

commander of each security detail. It will be the responsibility of
that supervisor to meet with other agencies involved to plan travel
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routes, alternate routes, and contingency plans. The contingency
plans will include medical facility locations nearest the travel route;

2. SID personnel will carry standard identification (badge, etc.) when
providing security for visiting dignitaries. All members of the
security detail shall be made known to any other agency or unit
working the assignment prior to the operation;

3. When the U.S. Secret Service has the primary responsibility for
providing security, the coordinating of the operation shall be their
responsibility with assistance being provided, on an as needed
basis, by members of the Specialized Investigations Division;

4. Assist and follow-up on all suspected hate crimes;

5. To work closely with the District Attorney’s Office on all gun related
cases;

6. To review gun related cases and develop them for possible federal
prosecution;

7. To follow-up with witnesses on gun related cases;

8. Maintaining liaison with all other elements of the department and
allied agencies;

9. Serving as a representative of the department to any agency
concerned with the activities and operations of the Crime Stoppers
Section;

10. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the Crime
Stoppers Section;

11.Organizing, directing, and controlling all resources of the Crime
Stoppers Section, maintaining operations at a productive level, and
making the section sufficiently flexible to ensure optimum
performance;

12.Seeking the most qualified personnel to fill vacant positions in the
section;

13.Remaining alert to the need for improved methods and techniques
unique to the operations of the Crime Stoppers Section;

14.Following up of anonymous tips received on the Crime Stoppers
telephone;

15. Facilitating the payment of funds to informants;

16.Formulating goals and objectives pertinent to the operation of the
Crime Stoppers Section on an annual basis; and

17.Providing other services required for the good of the department
and the community.

1.100.200 Youth Services Division
A. Objective

The primary objective of the Youth Services Division shall be the
enforcement of laws regarding juveniles and the administration of
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programs geared toward preventing and controlling juvenile
delinquency by:

1. The gathering and compiling of information pertaining to criminal
activities sufficient to warrant the arrest of criminal offenders;

2. The preparation of cases involving criminal activity sufficient to
cause the effective prosecution of criminal offenders;

3. Developing and perpetuating programs designed to prevent and
control juvenile delinquency; and

4. Ensuring that all components and personnel are aware that the
success of these programs depends on their participation and
support.

. Organization

The Youth Services Division shall be organized to include the
following:

1. Division Commander;

2. Juvenile Investigative Section;

3. Physical Abuse Unit;

4. Sexual Abuse Unit;

5. Runaway/Missing Person Unit;

6. Juvenile Resources Section;

7. School Investigations Unit

8. Counseling/Case Management Unit;

9. Recidivism Reduction Unit; and

10.Other personnel required for efficient operation.

. Duties and Responsibilities

The commander of the Youth Services Division shall be directly
accountable to the Deputy Chief of the Investigative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of that division and is generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other commanding officer of the department.

Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

59 of 1236



Organizational Structure of the
Investigative Services Bureau
1.100

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
division sufficiently flexible to ensure optimum performance;

5. Remaining alert to the need for improved methods and techniques
unique to the operations of the division;

6. The preparation of an annual budget encompassing the total
operation of the division;

7. Exercising control over all purchases and disbursements for the
division;

8. Seeking the most qualified personnel to fill vacant positions in the
division;

9. Designing and implementing programs intended to prevent and
control delinquent and criminal behavior by juveniles;

10.Implementing procedures for the follow-up processing of juvenile
arrests;

11.Implementing procedures for the preparation of court cases in
which a juvenile is involved;

12.Implementing procedures for the diverting of juveniles out of the
juvenile justice system and adjusting cases;

13.Ensuring that all components are familiar with the special rules that
must be followed when dealing with juveniles;

14.Conducting an annual evaluation of all enforcement and prevention
programs relating to juveniles;

15.Causing the inspection and adherence to applicable laws of all
public places within the area of responsibility of the division;

16.Causing the investigation of conditions adversely affecting the
health, welfare, and safety of juveniles;

17.Causing the enforcement of all laws, ordinances, and regulations
pertaining to juveniles;

18.Causing the processing of juvenile complaints and referrals;

19. Causing the investigation of offenses and incidents occurring on
school property;

20.Causing the investigation of missing juveniles;

21.Analyzing data concerning crime, traffic, and other incidents
relating to juveniles to assist in the utilization of resources;

22.Assuring that special precautions are taken to safeguard certain
rights and liberties that pertain only to juveniles;

23.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

24 . Providing other services required for the good of the department
and the community.

1.100.210 Juvenile Investigations Section

A. Objective

60 of 1236



Organizational Structure of the
Investigative Services Bureau
1.100

The primary objective of the Investigations Section shall be the
investigation of incidents involving:

Physical abuse;

Sexual abuse;

Missing children;

Runaway children;

Child custody situations;
Kidnappings;

Simple assaults;

Drug overdose of minors;

Accidental injuries involving juveniles;
10 Child neglect and abandonment; and
11.Selling of Children
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. Organization
The Investigations Section shall be organized to include the following:

1. Section Commander;

2. Physical Abuse Unit;

3. Sexual Abuse Unit;

4. Runaway/Missing Person Unit; and

5. Other personnel required for efficient operation.

. Duties and Responsibilities

The supervisor of the Investigations Section shall be directly
accountable to the commander of the Youth Services Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by
the same duties and responsibilities, rules and regulations applicable
to any other supervisor of the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
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5. Causing the inspection of public places within the area of
responsibility of the section to ensure compliance with all laws and
ordinances pertinent to their operation;

6. Causing the investigation of conditions adversely affecting the
health and welfare of the community;

7. Causing the enforcement of all laws, ordinances, and regulations
especially in the areas of concern to the section;

8. Analyzing crimes involving areas of particular interest to the section
to aid in the utilization of resources;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10.Providing other services required for the good of the department
and the community.

1.100.220 School Investigations Section
A. Objective

The primary objective of the School Investigations Section shall be the
investigation of offenses and incidents occurring on school property.

B. Organization

The School Investigations Section shall be organized to include the
following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the School Investigations Section shall be directly
accountable to the commander of the Youth Services Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by
the same duties and responsibilities, rules and regulations applicable
to any other commanding officer of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department an
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;
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Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
Acting as a resource in regard to delinquency prevention;
Providing individual counseling to students;

Explaining the law enforcement role in society;

Causing the inspection of public places within the area of
responsibility of the section to ensure compliance with all laws and
ordinances pertinent to their operation;

Causing the investigation of conditions adversely affecting the
health and welfare of the community;

10.Causing the enforcement of all laws, ordinances, and regulations

especially in the areas of concern to the section;

11.Analyzing crimes involving areas of particular interest to the section

to aid in the utilization of resources;

12.Formulating goals and objectives pertinent to the operation of the

section on an annual basis; and

13. Providing other services required for the good of the department

and the community.

1.100.230 Juvenile Resources Section

A. Objectives

The primary objectives of the Juvenile Resources Section shall be to
provide for:

1.

2.

o N

The prevention of juvenile delinquency through the counseling of
juveniles whose behavior could lead to Juvenile Court intervention;
The educating of juveniles and their parents regarding laws
applicable to juveniles in order to enhance awareness and stress
compliance;

The diversion of juveniles away from Juvenile Court prior to court
intervention by referring them to mental health and drug treatment
programs;

The assessment of juvenile use of alcoholic beverages and other
controlled substances while making them aware of special
legislation enacted to combat the problem;

The documenting of juvenile offenses for law enforcement
purposes;

A liaison with Juvenile Court, the District Attorney General, State
Department of Human Services, State Department of Youth
Development, Board of Education, private prosecutors, and private
citizens;

Acting as a resource in regard to delinquency prevention;
Providing individual counseling to youth; and
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9. Explaining law enforcement’s role in society.
B. Organization

The Juvenile Resources Section shall be organized to include the
following:

Section supervisor;

Counseling/Case Management Unit;

. Recidivism Reduction Unit; and

Other personnel required for efficient operation.
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C. Duties and Responsibilities

The supervisor of the Juvenile Resources Section shall be directly
accountable to the supervisor of the Youth Services Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by
the same duties and responsibilities, rules and regulations applicable
to any other supervisor in the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

6. Providing other services required for the good of the department
and the community.

1.100.240 Domestic Violence Division
A. Objective
The primary objective of the Domestic Violence Division shall be the

investigation of domestic-related criminal incidents which shall include
the following:
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. Gather information and prepare cases pertaining to criminal

activities sufficient to warrant the arrest and successful prosecution
of criminal offenders;

Assist victims with safety planning and orders of protection; and
Educate victims and the community about personal safety and
cycles of violence.

B. Organization

The Domestic Violence Division shall be organized to include the
following:

1. Division Commander;

2. Investigative Section;

3.

4. Other personnel required for efficient operation.

Counseling Section; and

Duties and Responsibilities

The commander of the Domestic Violence Division shall be directly
accountable to the Deputy Chief of the Investigative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of that division and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other commander in the department. Assigned duties
shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the division;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;
Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
division sufficiently flexible to ensure optimum performance;
Remaining alert to the need for improved methods and techniques
unique to the operations of the division;

The preparation of an annual budget encompassing the total
operation of the division;

Exercising control over all purchases and disbursements for the
division;

Seeking the most qualified personnel to fill vacant positions in the
division;

Causing the investigation of all family violence incidents;
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10. Training other police department components regarding family
violence issues;

11. Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

12. Performing other services required for the good of the department
and the community.

1.100.250 Investigative Section
A. Objectives

The primary objective of the investigative section shall be the
investigation of all domestic related incidents, as defined in TCA, to
include but not limited to the following:

Threats;

Violation of Orders of Protection;
Assaults / Aggravated Assaults;
Stalking;

Kidnapping; and

Domestic Related Property Crimes

2N

B. Organization
The Investigative Section shall be organized to include the following:

1. Section supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Investigative Section shall be directly
accountable to the commander of the Domestic Violence Division for
the proper administration, general management, and control of all
matters related to the operation of that section and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;
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Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
Causing the inspection of public places within the area of
responsibility of the section to ensure compliance with all laws and
ordinances pertinent to their operation;

Causing the investigation of conditions adversely affecting the
health and welfare of the community;

Causing the enforcement of all laws, ordinances, and regulations
especially in the areas of concern to the section;

Analyzing crimes involving areas of particular interest to the section
to aid in the utilization of resources;

Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10.Providing other services required for the good of the department

and the community.

1.100.260 Counseling Section

A. Objectives

The mission of the Domestic Violence Counseling Section is to provide
free, confidential counseling and advocacy to victims of domestic
violence.

Recognizing that domestic crimes affect the entire family, services are
extended to any non-offending family member.

Objectives are to provide the following:

1.

Information on the various services offered by the Domestic
Violence Counseling Section and/or referrals to other agencies in
the community that provide related services and assistance to
victims of crime as needed.

Crisis intervention at the crime scene or hospital, with a counselor
on-call 24 hours a day, 7 days a week;

Assistance with Orders of Protection. Counselors will refer and
coordinate with detectives for criminal prosecution when
appropriate;

Individualized safety planning;

Limited court accompaniment in order to provide guidance, support,
and clarification throughout the court process;

Collaboration with the Victim Witness Coordinators in the Office of
the District Attorney and other court advocates on behalf of victims;
Short-term individual and group therapy, including grief counseling
in the case of domestic homicide;
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8. A full array of services for Hispanic victims with a full time bilingual
social worker;

9. Follow up and outreach services by counselors contacting victims
listed on police incident reports either by phone or letter;

10.Domestic violence educations within the department, which
includes training with recruits, detectives, civilians, and regular
annual in-service trainings;

11.Community education through presentations to community groups,
civic organizations, professional associations, schools and
universities; and

12.Problem-solving partnerships with the community. In keeping with
departmental values, the Domestic Violence Counseling Section
participates in community collaborations such as the Nashville
Coalition Against Domestic Violence and the Tennessee Coalition
Against Domestic and Sexual Violence.

. Organization

The Counseling Section shall be organized to include the following:
Crisis Counseling Supervisor;

Police Crisis Counselors;

Students/Interns, when applicable; and
Other personnel required for efficient operation.
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. Duties and Responsibilities

The supervisor of the Counseling Section shall be directly accountable
to the commander of the Domestic Violence Division for the proper
administration, general management, and control of all matters related
to the operation of that section and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and
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6. Providing other services required for the good of the department
and the community.
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1.110 Organizational Structure Administrative Services Bureau

1.110.010 Generally

1.110.020

1.110.030

It is the policy of this department that each component assigns the sworn
and civilian personnel required to perform assigned administrative duties.
The component commander shall establish the duties. Personnel shall be
responsible to that commander or another person so designated by the
commander.

Definitions

A.

Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control of a
member subordinate only to the Chief of Police.

Division: The primary constituent part of a bureau, self-contained and
capable of independent action in providing a specific function of the
bureau, under the direction and control of a member subordinate only
to the bureau commander.

Section: The primary constituent part of a division, performing one or
more functional tasks of the division, under the direction and control of
a member subordinate only to the division commander.

. Unit: A constituent part of an element listed above, generally

responsible for performing a specific and specialized task under direct
supervision of a member subordinate only to the commander of the
element to which the unit is a part.

Administrative Services Bureau

A.

Objectives

The primary objectives of the Administrative Services Bureau shall be
to develop and maintain standards for meeting demands regarding:

1. Personnel recruitment, selection, and training;

2. Preparing, analyzing, storing, and securing personnel files;

3. Researching and developing progressive operations for all
departmental components;

4. Personnel performance of duty and compliance with rules,
regulations,
policies, procedures, and other directives of the department;

5. The development and operation of extensive training programs
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and

6. The development and maintenance of effective methods for the

preparing, analyzing, and storing of police records.

B. Organization

The Administrative Services Bureau shall be organized into divisions,
sections, and other such units to include the following:

NN~

Office of the Bureau Commander;
Human Resources Division

Behavioral Health Services Division;
Training Division;

Records Division;

Information & Technology Division; and
Forensic Services Division

Duties and Responsibilities

The Deputy Chief of the Administrative Services Bureau shall be
directly accountable to the Chief of Police for the proper administration,
general management, and control of all matters related to the
operation of that bureau and shall be governed by the same duties and
responsibilities and rules and regulations applicable to any other
commanding officer. They shall include the following:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as the representative of the department to any agency
concerned with the activities and operation of the Administrative
Services Bureau;

Familiarization with departmental policies and execution of a
service program within the area of responsibility of the
Administrative Services Bureau;

Preparing and submitting an annual budget for the Administrative
Services Bureau;

Exercising control over all purchases and disbursements for the
Administrative Services Bureau;

Seeking the most qualified personnel to fill vacant positions in all
factions of the bureau;

Remaining available to serve in the capacity of department
commander during those times when the Chief of Police is
unavailable;

The formulating of goals and objectives pertinent to the operation of
the Administrative Services Bureau on an annual basis; and
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9. Performing such other duties and discharging such other
responsibilities as may be assigned by the Chief of Police

10. Providing other services as may be required for the good of the
department and the community.

1.110.040 Human Resources Division
A. Objectives
The Primary objectives of the Human Resources Division shall be:

1. The development and maintenance of efficient personnel records;

2. The preparation and maintenance of job descriptions;

3. The monitoring and development of background and recruitment
activities; and

4. The development and maintenance of an efficient personnel payroll
system.

B. Organization

The Human Resources Division shall be organized into sections to
include:

Division Commander;

Personnel Section;

Payroll Section;

Recruitment and Backgrounds Unit; and

Other personnel required for efficient operation.
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C. Duties and Responsibilities

The director of the Human Resources Division shall be directly
accountable to the Deputy Chief of the Administrative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of that division and is generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor in the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities of the division;

3. Organizing, directing, and controlling all the resources of the
division, maintaining operations at a productive level, and making
the command flexible to insure optimum performance;
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4. Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

5. Performing other duties and discharging other responsibilities that
may be assigned by the Deputy Chief of the Administrative
Services Bureau.

1.110.050 Personnel Section
A. Objectives
The Primary objectives of the Personnel Section shall be:

1. The development and maintenance of an efficient personnel
records system; and

2. The development and implementation of job descriptions,
specifications, and salary classification schedules.

B. Organization
The Personnel Section shall be organized to include the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Personnel Section supervisor shall be directly accountable to the
director of the Human Resources Division for the proper
administration, general management, and control of all matters related
to the conduct of the office. The Personnel Section shall generally be
responsible for the following:

1. Maintaining liaison with the various elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the section;

4. The formulating of goals and objectives pertinent to the operation of
the section on an annual basis;

5. The development, preparation and maintenance of a job task
analysis for every class of sworn employee that includes, at a
minimum:  [21.1.1]

a. the work behaviors (duties, responsibilities, functions, tasks,

etc);
b. the frequency with which the work behavior occurs; and
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c. the criticality of the job-related skills, knowledge, and abilities.

6. The preparation, analysis, storage, and security of individual
personnel records including:

current residence, telephone, and other vital statistics;
application and background information;

records of transfer, promotion, and changes in pay scale;
records of performance evaluations;

records of attendance;

records of reprimands, suspensions, and dismissals;
records of garnishments and other such legal action; and
other records that may be required.
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7. The preparation, analysis, storage, and security of department
personnel records including:

a. manpower records which show the number of employees
assigned to each component of the department;

b. promotional lists;

c. counseling records; and

d. other records that may be required.

8. Assisting the Metropolitan Personnel Department in the
development and maintenance of class specifications;[21.2.2]

9. Ensuring that the department adheres to all federal, state and local
laws and regulations related to the hiring or promoting of personnel;

10.Ensuring all newly hired personnel receive information regarding:

the department’s role, purpose, goals, policies, and procedures;
working conditions and regulations;

employee responsibilities and rights; and

Mental Health Issues.

co oo

11.Providing other services required for the good of the department
and the community.

1.110.060 Payroll Section
A. Objective

The objective of the Payroll Section will be the development and
maintenance of an efficient payroll system.
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B. Organization
The Payroll Section shall be organized to include the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Payroll Section shall be directly accountable to
the director of the Human Resources Division for the proper
administration, general management and control of all matters related
to the operation of the section and shall be generally governed by the
same duties and responsibilities and rules and regulations applicable
to any other supervisor of the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section flexible to insure optimum performance;

4. Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

5. The preparation and distribution of the department's bi-monthly
personnel payroll as well as maintaining and providing security for
those records; and

6. Providing other services as may be required for the good of the
department and the community.

1.110.070 Recruitment and Background Unit
A. Objective
The primary objective of the Recruitment & Background Unit will be to
implement effective programs for personnel recruitment, testing,
interviewing, background investigations, and the rating of applicants.

B. Organization

The Recruitment & Background Unit shall be organized to include the
following:

1. Law Enforcement Recruiters; and
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Other personnel required for efficient operation.

C. Duties And Responsibilities

The Recruitment & Background Unit shall be directly accountable to
the director of the Human Resources Division for the proper
administration, general management, and control of all matters related
to the operation of the unit. Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;
Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
flexible to insure optimum performance;

Formulating goals and objectives pertinent to the operation of the
unit on an annual basis;

The comprehensive background investigation of all applicants for
employment with the department;

The development, maintenance, and security of official applicant
files;

The preparation of background investigation reports, including a
complete analysis, with recommendations; and

Providing other services as may be required for the good of the
department and the community.

1.110.080 Behavioral Health Services Division

A. Objectives

The primary objectives of the Behavioral Health Services Division shall

be:

1.

2.

3.

The establishment of programs to assist employees and their
families in need of psychological support;

The establishment of programs to provide assistance to victims of
crimes and their families; and

The establishment of programs to provide spiritual assistance to
personnel and citizens in times of need.

B. Organization

1.
2.
3.

Division Director; Division Assistant Director
Police Advocacy Support Section;
Victim Intervention Section;
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4. Chaplain Section; and
5. Other personnel required for efficient operation.

C. Duties and Responsibilities

The director of the Behavioral Health Services Division shall be directly
accountable to the Deputy Chief of the Administrative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of that division and is generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor in the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations of that division at a productive level, and
making the division sufficiently flexible to insure optimum
performance;

5. Seeking the most qualified personnel to fill vacant positions in the
division;

6. Formulating goals and objectives pertinent to the operation of the
division on an annual basis;

7. Preparing and submitting budget estimates encompassing the total
operation of the division; and

8. Performing other duties and discharging other responsibilities as
may be assigned by the Chief of Police.

1.110.090 Police Advocacy Support Section
A. Objectives

The primary objectives of the Police Advocacy Support Section shall
be:

1. The prevention of personal and professional problems of
department employees and their families; and

2. The assisting of employees and their families with those problems
by providing psychological support, counseling, and advocacy
services.
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B. Organization

The Police Advocacy Support Section shall be organized to include the
following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Police Advocacy Support Section shall be
directly accountable to the director of the Behavioral Health Services
Division for the proper administration, general management, and
control of all matters related to the operation of that section and be
generally governed by the same duties and responsibilities, rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

6. Providing educational seminars for those employees interested in
attending;

7. Conducting support group sessions for employees who wish to
participate;

8. Providing referrals to outside consultants when necessary; and

9. Providing other services required for the good of the department
and the community.
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1.110.100 Victim Intervention Section
A. Objective

The primary objective of the Victim Intervention Section shall be to
provide support for crime victims and witnesses. The section is
responsible for the implementation and delivery of victim and witness
assistance services.

B. Organization

The Victim Intervention Section shall be organized to include the
following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Victim Intervention Section shall be directly
accountable to the director of the Behavioral Health Services Division
for the proper administration, general management, and control of all
matters related to the operation of that section and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor in the department. The supervisor
must ensure the confidentiality of all records and files of the section.
The supervisor also facilitates efforts to periodically inform the public
and media about the agencies victim/witness assistance services.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Formulating goals and objectives pertinent to the operation of the

section on an annual basis;

Providing victim assistance on a 24-hour basis;

Providing appropriate assistance to victims or witnesses who have

been threatened or intimidated;

N
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8. Maintaining a confidential record file of all referred cases;

9. Conducting educational seminars for employees and the
community at large; and

10.Providing other services required for the good of the department
and the community.

1.110.110 Chaplain Section
A. Objectives

The primary objectives of the Chaplain Section shall be:

1. To provide spiritual assistance to the personnel of the department
and their families during times of iliness, injury, or death;

2. The development and presentation of memorial services as
needed;

3. To provide spiritual assistance and guidance to victims of crime;
and

4. To provide spiritual assistance to the public during times of injury or
death.

B. Organization
The Chaplain Section shall be organized to include the following:

1. Section Supervisor;
2. Crisis/Grief Counselor; and
3. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Chaplain Section shall be directly accountable to
the director of the Behavioral Health Services Division for the proper
administration, general management, and control of all matters related
to the operation of that section and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
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Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

Providing assistance to citizens involved in traumatic incidents;
Notifying families of the death of family members;

Providing assistance to families in the event a member of the
department is injured or killed;

Visiting sick or injured personnel; and

. Providing other services required for the good of the department
and the community.

. The Crisis/Grief Counselor will assist the Chaplain with death
notifications and all other duties. The Crisis/Grief Counselor may
also work in tandem with P.A.S.S. to provide short-term, solution
focused counseling following death notifications.

ing Division

A. Objectives

The primary objectives of the Training Division shall be:

1.
2.

3

The development of the most highly trained personnel possible;
The development and maintenance of a system of examinations and
evaluation;

. The development, preparation, and distribution of department training

materials;

. The development of a comprehensive records file to account for all

training materials;

. The establishment of an extensive firearms training program;
. The security and maintenance of all department firearms; and
. The coordinating of educational, training, and other programs for

department personnel.

B. Organization

The Training Division shall be organized to include the following:

C.D

1. Division Commander;

2. Operations Section;

3.

4. Confrontation Management Section.

Physical Training Section; and

uties and Responsibilities

The commander of the Training Division shall serve as Director of the
Training Academy and be directly accountable to the Deputy Chief of
the Administrative Services Bureau for the proper administration,
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general management, and control of all matters related to the
operation of that division and be generally governed by the same
duties and rules and regulations applicable to any other commanding
officer of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
command sufficiently flexible to ensure optimum performance;

5. Preparing and submitting budget estimates encompassing the
total operation of the division;

6. Seeking the most qualified personnel to fill vacant positions in the
division;

7. Remaining alert to the need for improved methods and techniques
unique to the operations of the division;

8. Organizing, staffing, and administering all aspects of the operation
of the Training Academy;

9. The establishment of courses and methods of instruction for
personnel assigned to instructional duties in the Training
Academy;

10. The supervision of instructional research, preparation of lecture
and course outlines, and instructional techniques of the Training

Academy staff;

11. The establishment of academic discipline and a system of
reporting, reviewing, and evaluating training activities;

12. The presentation of certificates or other forms of recognition for

employees who satisfactorily complete approved courses;

13. The development of supervisory and management training as well
as other types of training necessary for the efficient operation of
the department;

14. The maintenance of a police library;

15. Soliciting input for training programs from all personnel;

16. The inspection of all firearms coming into the custody of the
department;

17. Staying informed of weapons development to ensure procurement

of the best arms and ammunition available;

18. The establishment of safety regulations governing the use of
firearms;

19. The establishment and enforcement of regulations governing the
use of the gun range;

20. Formulating goals and objectives pertinent to the operation of the
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division on an annual basis; and

21. Performing other duties and discharging other responsibilities as
may be assigned by the Deputy Chief of the Administrative
Services Bureau.

1.110.130 Operations Section
A. Objectives
The primary objectives of the Operations Section shall be:

1. The pre-service instruction of Police Officer Trainees in the
fundamentals of the police service program;

2. The development and implementation of extensive in-service
instruction for both sworn and civilian personnel designed to
improve knowledge in the areas of:

Management and supervision;

Community relations;

Overall personnel development;

Current changes in department policies, procedures,
regulations, and the law;

e. Other areas where specialized knowledge and skills are
necessary.

Qeooo

B. Organization
The Operations Section shall be organized to include the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Supervisor of the Operations Section shall be directly accountable
to the commander of the Training Division for the proper
administration, general management, and control of all matters related
to the operation of that section and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
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3. Planning, organizing, directing, and controlling activities of
subordinates through direct supervision, guidance, and leadership;

4. Providing for continuous training and improvement of all training
personnel;

5. Remaining alert to changes in policy, practices, and regulations
affecting law enforcement so as to revise instructions to conform to
current developments;

6. Supervising the preparation of lesson plans and maintaining a
lesson plan file;

7. Controlling the quality of instruction through advance examination
of lesson plans and by monitoring classroom instruction;

8. Arranging the classroom hours and causing schedules to be
published;

9. Evaluating the performance and capabilities of personnel and
making recommendations to the commander of the Training
Division;

10.Modifying instruction methods when a need is indicated;

11.0rganizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section flexible to ensure optimum performance;

12.Developing and maintaining a visual aids program to assist
instructors;

13.Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

14.The development and coordination of personnel training and
educational programs to further improve the knowledge and skill of
department personnel;

15.The development and maintenance of special personnel files to
illustrate the formal training and education of each employee;

16.The counseling of all employees in the areas of personal and
professional development, individual growth, occupational
opportunity, and/or remedial training;

17.Performing other services required for the good of the department
and the community;

18. Establishing and maintaining a record of training completed by
employees; and

19.Counseling employees interested in increasing their potential and
preparing themselves for advancement.

1.110.140 Fitness and Wellness Section
A. Objectives

The primary objective of the Fitness and Wellness Section shall be the
development and maintenance of an extensive physical fithess
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program designed to improve the overall physical condition of
department personnel.

. Organization

The Fitness and Wellness Section shall be organized to include the
following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

. Duties and Responsibilities

The Supervisor of the Fitness and Wellness Section shall be directly
accountable to the commander of the Training Division for the proper
administration, general management, and control of all matters related
to the operation of that section and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Planning, organizing, directing, and controlling activities of
subordinates through direct supervision, guidance, and leadership;

4. Providing for continuous training and improvement of all training
personnel;

5. Preparing a training curriculum that satisfies current needs;

6. Evaluating the performance and capabilities of personnel and
making recommendations to the commander of the Training
Division;

7. Modifying instruction methods when a need is indicated;

8. Organizing, directing, and controlling all resources, maintaining
operations of the section at a productive level, and making the
section flexible to ensure optimum performance;

9. Developing an extensive physical fithess program for sworn
employees;

10.Developing and maintaining a visual aids program to assist
instructors;

11.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

12.Performing other services required for the good of the department
and the community.
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1.110.150 Confrontation Management Section
A. Objectives

The primary objectives of the Confrontation Management Section shall
be:

1. The development and maintenance of an extensive defensive
tactics program designed to improve the capabilities of all sworn
personnel in exercising reasonably necessary force in the
apprehension and custody of persons;

2. The development and maintenance of an extensive firearms training
program designed to develop and improve the proficiency of sworn
personnel in the safe use and care of firearms;

3. The maintenance and storage of all department firearms and related
equipment; and

4. The maintenance and storage of all department bullet resistant
vests.

B. Organization

The Confrontation Management Section shall be organized to include
the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Supervisor of the Confrontation Management Section shall be
directly accountable to the commander of the Training Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by
the same duties and responsibilities, rules and regulations applicable
to any other supervisor in the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Planning, organizing, directing, and controlling activities of
subordinates through direct supervision, guidance, and leadership;

4. Providing for continuous training and improvement of all training
personnel;
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5. Remaining alert to changes in policy, practices, and regulations
affecting law enforcement so as to revise instructions to conform to
current developments;

6. Preparing a training curriculum that satisfies current needs;

7. Supervising the preparation of lesson plans and maintaining a
lesson plan file;

8. Controlling the quality of instruction through advance examination
of lesson plans and by monitoring classroom instruction;

9. Arranging the classroom hours and causing schedules to be
published;

10. Evaluating the performance and capabilities of personnel and
making recommendations to the commander of the Training
Division;

11.Modifying instruction methods when a need is indicated;

12.0rganizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section flexible to ensure optimum performance;

13.Developing and maintaining a visual aids program to assist
instructors;

14.Developing an extensive defensive tactics program;

15.Preparing a firearms training course, which satisfies department
needs and the requirements, established by the state Peace Officer
Standards and Training Commission;

16. Enforcing safety regulations governing the use of firearms while on
the gun range;

17.Recording all qualification scores on approved firearms;

18.Providing for the protection of the gun range from damage or
abuse;

19.Issuing and repairing all department owned firearms as well as
authorized off duty weapons;

20.1ssuing and fitting all department bullet resistant vests;

21.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

22.Performing other services required for the good of the department
and the community.

1.110.160 Central Records Division
A. Objective
The primary objective of the Central Records Division shall be to
develop and maintain law enforcement records required to transact

the official business of the department.

B. Organization
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The Central Records Division shall be organized to include the
following:

1. Division Commander;
2. Operations Support Section;
a. NCIC/Teletype Unit
b. Quality Assurance & Courts (QAC) Unit
c. Data Entry / Teleserve Unit
3. Public Request Section
a. Records Services Unit
4. Other personnel required for efficient operation

C. Duties and Responsibilities

The commander of the Central Records Division shall be directly
accountable to the Deputy Chief of the Administrative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of that division and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other commander in the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Planning, organizing, directing, and controlling activities of
subordinates through direct supervision, guidance, and leadership;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
division flexible to ensure optimum performance;

5. Exercising control over all purchases for the division;

6. Seeking the most qualified personnel to fill vacant positions in the
division;

7. Consulting with other command personnel in order to prepare
contingency plans for dealing with emergency or disaster situations;

8. The development and execution of a policy for maintaining
department records;

9. Remaining alert to the need for improved methods and techniques
unique to the operations of the division;

10.Implementing procedures for the accounting of all moneys
received,

11.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

12.Performing other services required for the good of the department
and the community.
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1.110.170 Public Request Section
A. Objectives
The primary objectives of the Public Records Request Section shall be to:

1. Compile and maintain all official records of the department
necessary to facilitate the law enforcement process; and

2. Provide economical and efficient access to public records as
provided under the Tennessee Public Records Act (“TPRA”) in
Tenn. Code Ann. § 10-7-501, et seq.

B. Organization
The Public Request Section shall be organized to include the following:

1. Public Records Request Coordinator (Section Supervisor);
2. Records Services Unit Supervisor; and
3. Other personnel required for efficient operation

C. Duties and Responsibilities

The Public Records Request Coordinator shall be directly accountable to the
commander of the Central Records Division for the proper administration,
general management, and control of all matters related to the operation of
that section and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other supervisor in the
department. Public Records Request Coordinator is the individual, or
individuals, designated in Section lll, A.3 of this Policy who has, or have, the
responsibility to ensure public record requests are routed to the appropriate
personnel and are fulfilled in accordance with the TPRA. See Tenn. Code
Ann. § 10-7-503(a)(1)(B). The Public Records Request Coordinator may also
be a records custodian. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. The development and maintenance of a report control plan to
ensure the proper routing of reports to specialized components;
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6. The maintenance of department records;

7. The development and maintenance of a system for record retrieval;

8. Ensuring the guidelines established by the TPRA for releasing
records is followed;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10. Performing other services required for the good of the department
and the community.

Operations Support Section

Objectives

The primary objectives of the Operations Support Section shall be to:

1. Compile and maintain all official records of the department
necessary to facilitate the law enforcement process; and

2. Ensure all operations that support patrol are handled accurately
and efficiently

Organization

The Operations Support Section shall be organized to include the
following:

1. Operations Support Officer;
2. NCIC Unit Supervisor on each shift
3. Data Entry / Teleservice Supervisors on each shift
a. RAC (Reporting Agency Coordinator)
b. Second Alt-RAC (Second Alternate Reporting Agency
Coordinator)
4. QAC Supervisor
a. TAC (Terminal Agency Coordinator)
b. Alt TAC (Alternate Terminal Agency Coordinator)
5. Other personnel required for efficient operation

Duties and Responsibilities

The section supervisor of the Operations Support Section shall be directly
accountable to the commander of the Central Records Division for the
proper administration, general management, and control of all matters
related to the operation of that section and be generally governed by the
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same duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. The development and maintenance of a report control plan to

ensure the proper routing of reports to specialized components;

The maintenance of department records;

Ensuring the MNPD remains in compliance with TBI and FBI

The development and maintenance of a system for record retrieval;

The development and maintenance of a system for notifying

personnel and affected agencies of NCIC entries of wanted

persons, stolen property, and other information of interest to law

enforcement;

10.The processing of criminal and non-criminal incident records;

11.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

© N

12.Performing other services required for the good of the department
and the community

1.110.190 Records Services Unit
A. Objectives
The primary objectives of the Records Services Section shall be to:
1. Compile and maintain all official records of the department
necessary to facilitate the law enforcement process; and
2. Assistinternal and external elements with Open Records Request.

B. Organization

The Records Services Section shall be organized to include the
following:
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Section Supervisor; and
Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Records Services Section shall be directly
accountable to the Public Records Request Coordinator for the proper
administration, general management, and control of all matters related to
the operation of that section and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any other
supervisor in the department. Assigned duties shall include:

1.

2.

o

©CoONS

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;
Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

The development and maintenance of a report control plan to
ensure the proper routing of reports to specialized components;
The maintenance of department records;

The development and maintenance of a system for record retrieval;
The processing of criminal and non-criminal incident records;
The processing of traffic related incident reports;

10 The operation of the department print shop;
11.Furnishing the public with copies of reports needed for insurance or

other purposes and collecting fees as prescribed by ordinance;

12.Formulating goals and objectives pertinent to the operation of the

section on an annual basis; and

13. Performing other services required for the good of the department

and the community.

1.110.200 Quality Assurance Unit

A. Objectives

The primary objectives of the Quality Assurance Unit shall be:

1. Provide for the development and implementation of effective programs
to manage NCIC certification and to ensure compliance with TBI
standards;

2. Develop and manage Judicial Expungements and Administrative
Expungement Orders; and
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3. Provide for the development and implementation of effective programs
for the enforcement of the Metropolitan Code pertaining to burglary,
robbery, and panic alarms.

B. Organization
The Quality Assurance Unit shall be organized to include the following

Section Supervisor;

False Alarm Unit;

Expungements;

Terminal Agency Coordinator (TAC); and
Quality Assurance

RN~

C. Duties and Responsibilities

The supervisors of the Quality Assurance Section shall be directly
accountable to the Commander of the Records Division for the proper
administration, general management, and control of all matters related to
the operation of that section and is generally governed by the same duties
and responsibilities, rules and regulations applicable to any other
supervisor in the department.

The TAC and Alt TAC should be knowledgeable of TCIC, NCIC, and
NLETS policies and procedures and shall be responsible for ensuring
compliance with them. The TAC and Alt TAC are also responsible for
maintaining accurate and up to date user agreements. Assigned duties
shall include:

1. Completing reports necessary for the efficient operation of the
department;

2. Conducting audits as required;

3. Ensuring the MNPD remains in compliance with TBI

4. Reviewing and maintaining a record of all false robbery, burglary, and
panic alarm notices;

5. Causing citations to be issued for violations of the Alarm Ordinance;

6. Educating alarm users in ways to reduce false alarms;

7. Ensuring guidelines established by the Federal Bureau of Investigation
for crime reporting are followed;

8. Ensuring that personnel receive required training to remain certified in
the use of Metropolitan Government, Tennessee Bureau of
Investigation, and Federal Bureau of Investigation computer files;

9. The processing of judicial and administrative expungements;

10. Completing reports necessary for the efficient operation of the
department;

11.Conducting audits as required;
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12.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

13. Performing other services required for the good of the department and
the community.

3.110.210 Data Entry/Teleserve Unit
A. Objectives
The primary objectives of the Data Entry/Teleserve Unit:

1. Shall be to compile and enter specified facts and information derived
from department reports into the computer system as is necessary for
law enforcement purposes; and

2. Shall be to screen specified calls for service to determine if an
investigation at the scene of the incident will be beneficial in its
resolution.

B. Organization
The Data Entry/Teleserve Unit shall be organized to include the following:

1. Section Supervisor;
2. Reporting Agency Coordinator (RAC); and
3. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Data Entry/Teleserve Unit shall be directly
accountable to the Records Services Officer for the proper administration,
general management, and control of all matters related to the operation of
that section and is generally governed by the same duties and
responsibilities, rules and regulations applicable to any other supervisor in
the department.

The RAC and Second Alt RAC are the primary contacts for the agency’s
crime incident report and coordination which includes the agency’s
collection of data for the TIBRS program; the RAC is the primary person
involved with the triennial audit for TIBRS occurs. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
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Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

. Organizing, directing, and controlling all resources of the section,

maintaining operations at a productive level, and making the section
sufficiently flexible to ensure optimum performance;

Ensuring guidelines established by the Federal Bureau of Investigation
for crime reporting are followed;

Ensuring that personnel receive required training to remain certified in
the use of Metropolitan Government, Tennessee Bureau of
Investigation, and Federal Bureau of Investigation computer files;
Causing all calls referred to the section to be processed in the order
they are received in the most expeditious manner utilizing department
report writing procedures; completing reports necessary for the
efficient operation of the department;

Completing reports necessary for the efficient operation of the
department;

Conducting audits as required;

10.Formulating goals and objectives pertinent to the operation of the

section on an annual basis; and

11.Providing other services required for the good of the department and

the community.

1.110.220 NCIC/TELETYPE UNIT

A. Objectives

The primary objectives of the NCIC/Teletype Unit is to provide critical
support to the MNPD investigative units, officers in the field, and outside
agencies. The NCIC-Teletype Unit is responsible for timely and accurate
NCIC entries of Wanted and Missing Persons and Stolen or Lost Property.
It is also the responsibility of the Unit to confirm the validity of NCIC records
(“Hits”) with outside agencies to ensure that persons or property are not
wrongfully detained.

B. Organization

The NCIC/Teletype Unit shall be organized to include the following:

1.
2.

Shift Supervisors and
Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the NCIC/Teletype Unit shall be directly accountable to
the Commander of the Records Division for the proper administration,
general management, and control of all matters related to the operation of
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that section and is generally governed by the same duties and
responsibilities, rules and regulations applicable to any other supervisor in
the department. Assigned duties shall include:

1.

N AW

The development and maintenance of a system for notifying
personnel and affected agencies of NCIC entries of wanted
persons, stolen property, and other information of interest to law
enforcement;

Provide 24 hour operation (divided into three shifts) that directly
supports patrol, investigative units, and outside agencies with NCIC
and Teletype support;

Monitor the NCIC terminal 24 hours a day, 7 days a week; and
Manage the 24 hour Tow Call Center

Maintaining the BOLO Application System for the department
Monitoring the AFR software for Missing Persons reports

Metro Tow Call Center is to verify the status of abandoned,
immobile, or unattended vehicles before any towing action is taken
against them by any person, firm, or entity pursuant to TCA 55-16-
105 subsection

8. Ensuring the MNPD remains in compliance with TBI
9.

Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10.Providing other services required for the good of the department

and the community.

1.110.230 Information & Technology Division

A. Objectives

The primary objective of the Information & Technology Division shall
be to provide quality computer and technology services to meet the
needs of the users within the department.

B. Organization

The information & Technology Division shall be organized to include
the following:

2l

Division Commander,

Software Development and Support Section;
Systems Administration Section;

Record Management Systems Section;
Operations and Business Continuity Unit;and
Other personnel required for efficient operation.
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C. Duties and Responsibilities

The Information & Technology Division commander shall be directly
accountable to the Deputy Chief of the Administrative Services Bureau
for the proper administration, general management, and control of all
matters related to the operation of the division. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as the representative of the department to any agency
concerned with the activities and operations of the division;

3. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
division flexible to ensure optimum performance;

4. Formulating goals and objectives pertinent to the operation of the
division on an annual basis;

5. Exercising control over all purchases for the division;

6. Seeking the most qualified personnel to fill vacant positions in the
division;

7. Consulting with other command personnel in order to prepare
contingency plans for dealing with emergency or disaster situations;

8. The development and maintenance of an effective computer
system,;

9. The processing and communication of data to facilitate the needs of
the department;

10.The design and development of systems to promote the most
effective use of police-related data and the production of supporting
programs; and

11.Providing other services as may be required for the good of the
department and the community.

1.110.240 Software Development and Support Section

A. Objective
The primary objective of the Software Development and Support
Section shall be to purchase or develop software that meets the needs
of departmental users, and to provide maintenance and support for
that software. The section also ensures that detailed disaster recovery
plans are developed and maintained.

B. Organization

The Software Development and Support Section shall be organized to
include the following:
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Section Supervisor;

Software Development Unit;

Quality Assurance Unit; and

Other personnel required for efficient operation.

PON =

C. Duties and Responsibilities

The Manager of the Software Development and Support Section shall
be directly accountable to the commander of the Information &
Technology Division for the proper administration, general
management, and control of all matters related to the operation of the
section and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. The maintenance of all computer hardware to end users;

6. The distribution of job printouts to the requesting component;

7. Receiving, scheduling, and tracking user reports of computer
problems;

8. Collecting and accounting for money paid by outside agencies and
individuals for the generation of special reports;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10. Performing other services required for the good of the department
and the community.

1.110.250 Software Development Unit
A. Objective
The primary objective of the Software Development Unit shall be to

develop new application software for users and to maintain these
police specific applications.
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B. Organization

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Software Development Unit shall be directly accountable to the
Manager of the Software Development and Support Section of the
Information & Technology Division for the proper development and
implementation of agency specific written applications.

Assigned duties shall include:

1. Assisting with the designing of police specific software;

2. Development and implementation of assigned in-house police
specific applications;

3. Maintaining liaison with all other elements of the department and
allied agencies;

4. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

5. Providing support and maintenance of all mainframe application
software;

6. Providing support and maintenance of all mainframe computer
databases;

7. Performing other services required for the good of the department
and the community.

Quality Assurance Unit

A.

Objective

The primary objectives of the Quality Assurance Unit of the

Information and Technology Division is to monitor the progress on all
assigned projects approved by the Department’s Executive Staff and to
assure that support and maintenance is administered for all police
specific applications.

Organization

The Quality Assurance Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

Duties and Responsibilities
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The QA Unit Supervisor and Staff shall be directly accountable to the
Manager of the Software Development and Support Section of the
Information & Technology Division for the purpose of reviewing and
processing all software and hardware requests submitted by MNPD
users.

Assigned duties shall include:

1. Reviewing 209a requests to determine business needs and

justifications;

Develop purchase requests to procure needed software and

hardware for the department;

Information Technology Project Management of assigned projects;

Defining specifications for approved projects;

Monitor Help Desk calls to assure response is provided;

Develop User Documentation on in-house and vendor purchased

police specific applications;

Deployment, Training, and Quality Assurance of all deployed police

specific applications;

8. Research, develop, and dispense documentation concerning police
activities;

9. Maintain and support all purchased police specific applications.

A
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1.110.270 Systems Administration Section
A. Objective
The primary objective of the Systems Administration Section is to
ensure the administration, security, maintenance, and integrity of the
department’s Information and Technology Systems.

B. Organization

The Systems Administration Section shall be organized to include the
following:

1. Section Manager;

2. Systems Security Unit;

3. Operations and Business Continuity Unit; and

4. Other personnel necessary for efficient operation.
C. Duties and Responsibilities

The manager of the Systems Administration Section and his staff shall
be directly accountable to the commander of the Information &
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Technology Division for the proper administration, general
management, and control of all matters related to the operation of that
section and be generally governed by the same duties and rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Remaining alert to the need for improved methods and techniques
unique to the operations of the section;

6. Acting as the initial contact to other department components using
the system;

7. Designing programs to meet the needs of other department
components;

8. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

9. Providing other services required for the good of the department
and the community.

Operations and Business Continuity Unit

A.

Objective

The primary objective of the Operations and Business Continuity unit
shall be to ensure the efficient day-to-day operation of the
department's information and technology systems and ensure that
disaster recovery plans are updated and maintained.

Organization

The Operations and Business Continuity Unit shall be organized to
include the following:

1. Unit supervisor; and
2. Other personnel required for efficient operation.

Duties and Responsibilities
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The supervisor of the Operations and Business Continuity Unit shall be
accountable to the manager of the Systems Administration Section for
the proper administration, general management, and control of all
matters related to the operation of the section and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the

unit sufficiently flexible to ensure optimum performance;

The scheduling of jobs run on the department’s IT systems;

The management of the tape library;

The maintenance of all departmental IT hardware;

The distribution of job printouts to the requesting component;

Maintaining and updating disaster recovery plans;

Tracking and planning for all IT related purchases and expenses;

Formulating goals and objectives pertinent to the operation of the

unit on an annual basis; and

11. Performing other services required for the good of the department

and the community.
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Systems Security Unit

A.

Objective

The primary objective of the Systems Security Unit shall be to ensure
the security and integrity of the department’s information and
technology systems.

Organization

The Systems Security Unit shall be organized to include the following:

1. Unit supervisor; and
2. Other personnel required for efficient operation.

Duties and Responsibilities

This unit shall be accountable to the manager of the Systems
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Administration Section for the proper administration, general
management, and control of all matters related to the operation of the
unit and be generally governed by the same duties and responsibilities,
rules and regulations applicable to any other supervisor of the
department. Assigned duties shall include:

1. Maintaining security for all Information and Technology user
accounts;

2. Maintaining and updating security for sensitive Information and
Technology devices;

3. Maintaining and updating Information and Technology inventory for
software and hardware;

4. Performing audits for all Information and Technology systems;

5. Maintaining liaison with all other elements of the department and
allied agencies;

6. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

7. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

8. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10.Performing other services required for the good of the department
and the community.

Records Management System Section

A. Objective
The primary objective of the Records Management System Section
shall be to ensure the success of the creation, implementation, and
maintenance of the police department’s Record Management System.

B. Organization

The Records Management System Section shall be organized to
include the following:

1. Section Manager; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities
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The supervisor of the Records Management System Section and his
staff shall be directly accountable to the commander of the Information
& Technology Division for the proper administration, general
management, and control of all matters related to the operation of the
section and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Create and update the Records Management System project

schedule;

Ensure that all deadlines on the RMS project are achieved;

Ensure that goal and objectives of RMS project are fulfilled;

Responsible for coordinating the different teams that participate on

the RMS project;

9. Administration and maintenance of the department’s Record
Management System);

o N

1.110.310 Forensic Services Division

A. Objectives

The primary objective of the Forensic Services Division shall be the
processing of crime scenes and items of evidence.

B. Organization
The Forensic Services Division shall be organized to include:

1. Division Commander;

2. ldentification Section;

3. Crime Scene Investigation Section; and

4. Other personnel necessary for efficient operation.

C. Duties and Responsibilities
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The commander of the Forensic Services Division shall be directly
accountable to the Deputy Chief of the Administrative Services Bureau
for the proper administration, general management and control of all
matters related to the operation of that division and shall be governed
by the same duties and responsibilities and rules and regulations
applicable to any other commander of the department. Assigned duties
shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities of the division;

3. Organizing, directing, and controlling all the resources of the
division, maintaining operations at a productive level, and making
the command flexible to ensure optimum performance;

4. Exercising control over all purchases and disbursements for the
division;

5. Seeking the most qualified personnel to fill positions in the division;

6. Consulting with other command personnel in order to prepare
contingency plans for dealing with emergency or disaster situations;

7. Remaining alert to the need for improved methods and techniques
pertaining to the operation of the section;

8. Providing for the continued training and improvement of personnel
assigned to the division;

9. Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

10. Performing other duties and discharging other responsibilities that
may be assigned by the commander of the Administrative Services
Bureau.

1.110.320 Identification Section

A. Objectives

The primary objectives of the Identification Section shall include, but
not be limited to:

1. The compiling and maintaining of information on suspected and
arrested criminals including:

a. Mug photographs;
b. Master fingerprint card files;
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c. Criminal history records; and the
d. AFIS fingerprint database.

2. Maintain the following records for the department:

. Crime scene reports;

Digital image disks;

Latent prints; and

Fingerprints and photographs of department employees.

oo oo

3. Comparison of latent prints to known fingerprints and other latent
prints.

4. Quality control of arrest and criminal history records:

Corrections in the arrest files;

Corrections in the criminal history files;

Assist with arrest entry and booking problems; and
Assist with other sections in the department with problem
records.

Qo oo

5. The establishment and maintenance of evidence and case record
files.

. Organization

The identification Section shall be organized to include the following:

1. Section Commander; and
2. Other personnel required for efficient operation.

. Duties and Responsibilities

The Identification Section commander shall be directly accountable to
the commander of the Forensic Services Division for the proper
administration, general management, and control of all matters related
to the operation of that section and shall be governed by the same
duties and responsibilities and rules and regulations applicable to any
other commander of the department. Assigned duties shall include:

1. Maintaining liaison with the various elements of the department and
allied agencies;
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2. Serving as a representative of the department to any agency

concerned with the activities and operations of the section;

Organizing, directing, and controlling all resources of the section;

4. Seeking the most qualified personnel to fill vacant positions in the
section;

5. Ensuring compliance with the most recent legal pronouncements
governing establishment and conduct of criminal investigation
procedures;

6. The preparation of identification records and fingerprint evidence
for court use;

7. The classification and maintenance of all fingerprint cards;

8. The formulating of goals and objectives pertinent to the operation of
the section on an annual basis; and

9. Providing other services required for the good of the department
and the community.

w

1.110.330 Crime Scene Investigation Section

A. Objectives

The primary objectives of the Crime Scene Investigation Section shall
be the investigation of crime scenes and the procurement of:

1. Photographs and sketches for documentation;
2. Latent fingerprints; and
3. Other physical and trace evidence.

B. Organization

The Crime Scene Investigation Section shall be organized to include
the following:

1. Section Commander; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Crime Scene Investigation Section commander shall be directly
accountable to the commander of the Forensic Services Division for
the proper administration, general management, and control of all
matters related to the operation of that section and shall be governed
by the same duties and responsibilities and rules and regulations
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applicable to any other commander of the department. Assigned duties
shall include:

1.

Maintaining liaison with the various elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
Organizing, directing, and controlling all resources of the section;
Seeking the most qualified personnel to fill vacant positions in the
section;

Ensuring compliance with the most recent legal pronouncements
governing establishment and conduct of criminal identification
procedures;

Establishing procedures for the examination of crime scenes to
locate and document evidence;

Seeking the most qualified personnel to fill positions in the section;
The formulating of goals and objectives pertinent to the operation of
the section on an annual basis; and

Providing other services required for the good of the department
and the community.
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1.120 Organizational Structure of the Community Services Bureau

1.120.010 Generally

1.120.020

A.

The purpose of this order is to describe the objectives, organizational
structure, and the duties and responsibilities of the Community
Services Bureau and all components that fall under the responsibility of
that bureau.

It is the policy of this department that each component shall be
assigned the sworn and civilian personnel required to perform all
duties. The component commander shall establish the duties.
Personnel shall be responsible to that commander or another person
so designated.

Definitions

A.

Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control of a
Deputy Chief of Police.

Division: The primary element part of a bureau, self-contained and
capable of independent action in providing a specific function of the
bureau, under the direction and control of a member subordinate to the
bureau commander.

Precinct: A clearly defined geographic area of considerable size that
is usually a element part of a division and capable of independent
action in providing the same specific function as the division, under the
direction and control of a member subordinate to the member
commanding the division.

Section: The primary element part of a division, performing one or
more functional tasks of the division, under the direction and control of
a member subordinate to the division commander.

Shift: A predetermined or scheduled tour of duty, responsible for
performing one or more functional tasks of a component during the
specified time period, under the general supervision of a member
subordinate only to the pricinct commander.

Unit: A constituent part of an element listed above, generally
responsible for performing a specific and specialized task under the
direct supervision of a member subordinate only to the commander of
the component of which the unit is a part.

. District: A clearly defined geographic area of variable size, usually a

subdivision of a precinct and capable of independent action in providing
the same specific function as the precinct on a smaller scale, under the
general supervision of a member subordinate to the shift commander.
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H. Zone: A clearly defined geographic area of variable size, usually a
subdivision of a district and capable of independent action in providing
the same specific function as the district, but under the general
supervision of the member in charge of the district.

|. Detail or Squad: A small and subordinate part of any component that
is assigned a particular task, under the supervision of a designated
member.

1.120.030 Community Services Bureau
A. Objectives

The primary objectives of the Community Services Bureau shall be to
provide the line or field services and facilities required to achieve the
objectives of the department. The bureau shall engage in continuous
research and planning to develop and maintain acceptable standards
for meeting demands in:

1. The development of routine and emergency patrol procedures;

2. The development of routine and specialized investigative
procedures;

3. The development of routine and specialized procedures for traffic-
related matters;

4. The development of other specialized services necessary to
support patrol, traffic, and investigative efforts; and

5. The formulation of crime prevention programs.

B. Organization

The Community Services Bureau shall be further organized into
divisions, sections, and other such units to include the following:

1. Office of the Bureau Commander;
2. Patrol Precincts;

C. Duties and Responsibilities

The Deputy Chief of the Community Services Bureau shall be directly
accountable to the Chief of Police for the proper administration,
general management, and control of all matters related to the
operation of that bureau and shall be governed by the same command
duties and responsibilities and rules and regulation applicable to any
other commanding officer. They shall include the following:

1. Maintaining liaison with all other elements of the department, allied
agencies, and the community at large;
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2. Serving as the representative of the department to any agency or
community member concerned with the activities and operation of
the Community Services Bureau;

3. Familiarization with the departmental policies and execution of a
service program within the area of responsibility of the Community
Services Bureau;

4. Preparing and submitting an annual budget for the Community
Services Bureau;

5. Exercising control over all purchases and disbursements for the
Community Services Bureau;

6. Seeking the most qualified personnel to fill vacant positions in all
factions of the bureau;

7. Causing the inspection of public places and the enforcement of all
laws;

8. The formulating of goals and objectives pertinent to the operation of
the Community Services Bureau on an annual basis;

9. Causing the investigation of conditions adversely affecting the
security, health, and welfare of the community;

10.Causing the enforcement of all laws, ordinances, and regulations
through aggressive patrol action, traffic enforcement, crash
investigation, and the investigation of criminal activities;

11.Analyzing data concerning crime, traffic, and other incidents to aid
in the development, deployment, and utilization of resources; and

12.Performing such other duties and discharging such other
responsibilities as may be assigned by the Chief of Police.

1.120.040 Patrol Precinct
A. Objective

The Patrol Precinct shall be decentralized into as many separate
command operations as deemed necessary by the Chief of Police.
They will be divided into specific and separate geographic areas within
Davidson County, Tennessee and their objectives shall be consistent
with those of the Community Services Bureau.

B. Organization

The Patrol Precinct shall be organized to include the following:
Precinct Commander;
Community Affairs Unit;

Precinct Criminal Investigation Unit; and
Other personnel required for efficient operation.

rObM=
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C. Duties and Responsibilities

The Patrol Precinct commander shall be directly accountable to the Deputy
Chief of Community Services Bureau for the proper administration, general
management, and control of all matters related to the conduct of the
precinct. The Patrol Precinct shall generally be responsible for the
following:

1.

2.

Providing a law enforcement response to community needs on
twenty-four (24) hours a day, seven (7) days a week basis;
Maintaining liaison with the various elements of the department,
allied agencies, and the community at large;

Serving as a representative of the department to any agency or
community member concerned with the activities and operations of
the Precinct;

Organizing, directing, and controlling all resources of the precinct;
The formulating of goals and objectives pertinent to the operation of
the precinct on an annual basis;

Causing the general inspection of public places in the community to
ensure compliance with applicable laws;

Causing the investigation of conditions adversely affecting the
security, health, and welfare of the community;

Causing the enforcement of all laws, ordinances, and regulations
through aggressive patrol action;

Analyzing data concerning crime, traffic, and other incidents to aid
in the proper development, deployment, and utilization of
resources;

10. Developing roll call training and identifying qualified instructors for

such training programs; and

11.Performing other services required for the good of the department

and the community.

1.120.050 Precinct Community Affairs Unit

A. Objectives

The primary objectives of the Community Affairs Unit shall be to:

1.

Develop and maintain effective crime control programs with
emphasis on organizing citizens of the community in the common
cause of reducing criminal activity; and

Promote positive influences on citizens of the community through
the presentation of programs geared toward developing friendly
and cooperative relationships with the department.
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B. Organization

The Community Affairs Unit shall be organized at each precinct to
include the following:

1. Community Affairs Coordinator;
2. Other personnel necessary for efficient operation.

C. Duties and Responsibilities

The supervisor of the Community Affairs Unit shall be directly
accountable to the Commander of the Patrol Precinct for the proper
administration, general management, and control of all matters related
to the operation of that unit and is generally governed by the same
command duties and responsibilities, rules and regulations applicable
to any other commanding officer. Assigned duties shall include:

1. Establishing and maintaining liaison with all other elements of the
department, allied agencies, and interested community groups;

2. Informing all personnel that they are responsible for achieving
community relations objectives;

3. Developing community relation’s policies for the department;

4. Publicizing department objectives, problems, and successes;

5. Conveying information transmitted from citizen organizations to the
department;

6. Improving department practices regarding police-community
relations;

7. ldentifying training needs through interviews with citizens and
conferences with supervisors;

8. Establishing community groups where they are needed;

9. Conducting an analysis of crime data by crime type and geographic
area in order to target effective programs;

10. Targeting programs that address community perceptions or
misperceptions of crime;

11.Conducting an evaluation of the effectiveness of crime prevention
programs;

12.Preparing and submitting a quarterly report to the Chief of Police
that includes:

a. A description of current concerns of the community;

b. A description of potential problems that have a bearing on law
enforcement within the community;

c. A statement of recommended actions that address previously
identified concerns and problems; and
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d. A statement of progress made toward addressing previously
identified concerns and problems.

13.Conducting a survey of citizen attitudes and opinions every two
years that includes:

Overall department performance;

The overall competence of department employees;

The behavior and attitude of officers toward citizens;
Concerns over safety and security within the county; and
Recommendations and suggestions for improvement.

PaooTo

14.Serving as a representative of the department to any agency
concerned with the activities and operations of the unit.

15.0rganizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the
division sufficiently flexible to ensure optimum performance;

16.Being active in crime prevention by educating citizens in crime
control techniques;

17.Developing and maintaining adequate supplies of crime prevention
materials to be distributed or used in the presentation of programs;

18.Maintaining a ledger to document all presentations;

19. Attending crime prevention seminars and other schools in order to
continually update the objectives of the unit;

20.Providing other services required for the good of the department
and the community.

1.120.060 Precinct Criminal Investigation Unit
A. Objective

The primary objective of the Precinct Investigation Unit shall be the
investigation of:

1. Homicides, assaults, robberies, or any attempt to commit such
crimes and related offenses;

Burglary or any attempted burglary;

Theft or any attempted theft;

All suspicious, sudden, or violent deaths; and

All other related offenses.

A

B. Organization

The Precinct Investigation Unit shall be organized at each precinct to
include the following:
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Unit Commander; and
Precinct Detectives.

C. Duties and Responsibilities

The Unit commander shall be directly accountable to the Precinct
Commander for the proper administration, general management, and
control of all matters related to the operation of that Unit and shall

be governed by the same command duties and responsibilities and
rules and regulations applicable to any other commander of the
department.

Assigned duties shall include:

1.

Maintaining liaison with the various elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

Organizing, directing, and controlling all resources of the unit;
Seeking the most qualified personnel to fill vacant positions in the
unit;

Analyzing crimes of violence to aid in the utilization of resources;
Remaining alert to the need for improved methods and techniques
pertaining to investigations for which the unit is responsible;
Providing for the continued training of all investigators assigned to
the unit;

The formulating of goals and objectives pertinent to the operation of
the unit on an annual basis;

Providing other services required for the good of the department
and the community.
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1.130 Organizational Structure of the Professional Standards Division
1.130.010 Professional Standards Division
Organization

The Professional Standards Division shall be directly accountable to the
Chief of Police and the Mayor. The Professional Standards Division shall
be organized to include the following:

1. Office of Professional Accountability
2. Legal Resources Section; and
3. Other personnel required for efficient operation.

1.130.020 Office of Professional Accountability
A. Objectives

The primary objectives of the Office of Professional Accountability
(OPA) shall be:

1. Conducting investigations as directed by the Director of the
Professional Standards Division regarding complaints and
accusations made against personnel of the department;

2. Coordinating and monitoring the department's disciplinary
procedures; and

3. Assisting with policy formation and identification of policy/training
failures.

B. Duties and Responsibilities

The Commander of the Office of Professional Accountability shall be
directly accountable to the Director of the Professional Standards
Division for the proper administration, general management, and control
of all matters related to the operation of that section and is generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other commanding officer of the department.

Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;
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Making policy recommendations to the Director of the Professional Standards
Division on various issues concerning the professional standards of the
department;

Building and maintaining community outreach programs to educate
the public about the OPA’s role in ensuring professional standards
for police personnel;

Serving as a representative of the department to any agency
concerned with the activities and operations of the Office of
Professional Accountability;

Organizing, directing, and controlling all resources of the Office of
Professional Accountability, maintaining operations at a productive
level, and making the office sufficiently flexible to insure optimum
performance;

Preparing and submitting budget estimates encompassing the total
operation of the office;

Seeking the most qualified personnel to fill vacant positions in the
office;

Remaining alert to the need for improved methods and techniques
unique to the operations of the Office of Professional
Accountability;

Supervising investigations in matters involving deficiencies of and
accusations against department personnel,

10. Supervising, coordinating, and monitoring the department's

11.

disciplinary procedures;

Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the office,
which include:

a. recording, registering, and controlling the investigation of
complaints against officers;

b. supervising and controlling the investigation of alleged or
suspected misconduct within the department;

c. maintaining the confidentiality of internal investigations and
records;

d. supervising and monitoring the department's disciplinary
procedures initiated by commanding officers and supervisors;

e. providing assistance to any commanding officer or supervisor in

the advancement of the department's interest;

the security of all files regarding internal investigations conducted by OPA,;

completing an annual report regarding internal investigations

conducted by the department;

checking for policy failures that result in employee misconduct;

submitting monthly reports to the Chief of Police regarding

internal investigations; and
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j- administer polygraph and/or Computer Voice Stress Analysis
examinations in all instances as per the policy of the
department.

12.Providing and maintaining records for the purpose of:

a. issuing complaint numbers to provide control and security to
investigations involving department personnel;

b. monitoring and documenting the progress and disposition of
internal investigations; and

13.Formulating goals and objectives pertinent to the operation of the
Office of Professional Accountability on an annual basis; and

14.Performing other duties and discharging other responsibilities as
may be assigned by the Chief of Police.

C. Rotation Policy

Officers, sergeants and lieutenants assigned to the Office of
Professional Accountability (OPA) as investigators will generally serve
in that capacity for a period not to initially exceed three consecutive
years.

1. Investigators may be transferred out of OPA at their request, at the
discretion of the Director of the Professional Standards Division or
at any time by the Chief of Police.

2. OPA shall maintain a new sergeant rotation program for the
purpose of training new supervisors in administrative investigations.
The rotation assignment shall last for a period not less than eight
weeks.

1.130.040 Legal Resources Section
A. Objectives
1. The primary objectives of the Section shall be:
2. The development, implementation, and maintenance of a
comprehensive program of pre-trial case preparation; and
3. The facilitation of innovative programs regarding the processing of
criminal and traffic law violations.

B. Duties and Responsibilities
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The commander of the Legal Resources Section shall be directly
accountable to the Director of the Professional Standards Division for
the proper administration, general management, and control of all
matters related to the operation of that section and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other commanding officer of the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;

5. Reviewing all reports as may be necessary to ensure legal
sufficiency;

6. Observing the conduct of case preparation in all pre-trial functions
by department personnel and providing evaluations regarding
performance;

7. Obtaining information concerning the preparation of cases as may
be required for department research and development;

8. Provide legal training to basic recruits and in-service training to
sworn employees;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

10.Providing other services required for the good of the department
and the community.
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1.140 Organizational Structure of the Executive Services Bureau

1.140.010 Generally

1.140.020

1.140.030

A.

The purpose of this order is to describe the objectives, organizational
structure, and duties and responsibilities of the Executive Services
Bureau and other components that fall under the responsibility of that
bureau.

It is the policy of this department that each component assigns the
sworn and civilian personnel required to perform assigned
administrative duties. The component commander shall establish the
duties. Personnel shall be responsible to that commander or another
person so designated.

Definitions

A.

Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control of a
Deputy Chief of Police.

Division: The primary element part of the Office of Chief of Police,
self-contained and capable of independent action in providing a
specific function of the office, under the direction and control of a
member subordinate only to the Chief of Police.

Section: The primary element part of a division, performing one or
more functional tasks of the division, under the direction and control of
a member subordinate to the division commander.

. Unit: An element part of an element listed above, generally

responsible for performing a specific and specialized task under the
direct supervision of a member subordinate only to the commander of
the component of which the unit is a part.

Executive Services Bureau

A.

Objectives
The primary objectives of the Executive Services Bureau shall be:
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. The continuous research of methods of administration,

management, and operations in police service programs;
Supplying crime analysis products to component commanders so
they can effectively allocate resources to address crime issues;
Ensuring the effective administration of the accreditation process.

B. Organization

The Executive Services Bureau shall be organized to include the
following:

1.
2.

3.
4.

Strategic Development Division;
Planning/Grants Section;

a. Grants Unit

b. Accreditation/Policy Unit;
Crime Analysis Section

Quality Assurance Section

1.140.040 Strategic Development Division

A. Duties and Responsibilities

The commander of the Strategic Development Division shall be directly
accountable to the Deputy Chief of the Executive Services Bureau for
the proper administration, general management, and control of all
matters related to the operation of that division and be generally
governed by the same command duties and responsibilities, rules and
regulations applicable to any other commanding officer of the
department. Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the division;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;
Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
command sufficiently flexible to ensure optimum performance;
Seeking the most qualified personnel to fill vacant positions in the
division;

Formulating goals and objectives pertinent to the operation of the
division on an annual basis;

Preparing and submitting budget estimates encompassing the total
operation of the division; and
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8. Performing other duties and discharging other responsibilities as

may be assigned by the Deputy Chief of the Executive Services
Bureau.

1.140.050 Planning/Grants Section

A. Objectives

1.

The reviewing and analyzing of all available data to aid in the
formulation of long and short range plans, the developing of policies
and procedures and other regulations regarding the operation of
the department;

The development and control of departmental forms, written
directives, and other printed material as directed by the supervisor
of the Strategic Development Division;

Updating and reviewing current departmental policies and
procedures to ensure they reflect current operations and are
consistent with best practices throughout the country;

The research and development of grant applications as well as the
maintenance of all approved grants, preparing grant reports and
evaluations.

B. Organization

The Planning/Grants Section shall be organized to include the
following:

1. Section Commander;

2. Grants Unit;

3.

4. Other personnel required for efficient operation.

Accreditation/Policy Unit;

C. Duties and Responsibilities

The commander of the Planning/ Grants Section shall be directly
accountable to the supervisor of the Strategic Development Division for
the proper administration, general management, and control of all
matters related to the operation of the section and be generally
governed by the same duties and responsibilities, rules and regulations
applicable to any other supervisor in the department. Assigned duties
shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
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Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

. Organizing, directing, and controlling all resources of the section,

maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
Ensuring that the section has access to all necessary information
resources and when necessary, the Chief of Police;

Developing and presenting progressive concepts and practices in
modern police administration and operations;

Researching and developing all grant applications in compliance
with the guidelines established by the funding organization as well
as the maintenance of all grants approved;

Disseminating analytical reports to appropriate components;
Designing and controlling all department report forms;

10.Formulating goals and objectives pertinent to the operation of the

section on an annual basis; and

11.Providing other services required for the good of the department

and the community.

1.140.060 Accreditation/Policy Unit

A. Objectives

The primary objectives of the Accreditation/Policy Unit shall be:

1.

2.

To provide a means to increase department capabilities to prevent
and control crime;

The enhancement of department effectiveness and efficiency in the
delivery of law enforcement services;

To improve cooperation and coordination with other law
enforcement agencies and other components of the criminal justice
system; and

. Toincrease citizen and employee confidence in the goals,

objectives, policies, and practices of the department; and

The examination of proposed procedural/ policy changes to
determine if they conflict with established policies and accreditation
standards.

B. Organization

The Accreditation/Policy Unit shall be organized to include the
following:

1.
2.

Unit supervisor; and
Other personnel required for efficient operation.
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C. Duties and Responsibilities

The supervisor of the Accreditation/Policy Unit shall be directly
accountable to the supervisor of the Planning/Grants Section for the
proper administration, general management, and control of all matters
related to the operation of that unit and be generally governed by the
same duties and responsibilities, rules and regulations applicable to
any other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Seeking the most qualified personnel to fill vacant positions in the
unit;

6. The overall management of the accreditation process, including the
updating of files and ensuring that all necessary reports are
completed;

7. Communicating with the Commission on Accreditation for Law
Enforcement Agencies (CALEA) staff and other agencies involved
regarding the accreditation process;

8. Communicating with the Tennessee Law Enforcement
Accreditation (TLEA) staff and other agencies involved regarding
the accreditation process;

9. Remaining up to date on CALEA and TLEA standard changes;

10.Coordinating compliance with accreditation standards with other
department components;

11.Formulating goals and objectives pertinent to the operation of the
unit on an annual basis;

12.Ensuring all required reports are submitted in a prompt and timely
manner;

13.Training new employees regarding the accreditation process;

14.Ensuring that all personnel are familiar with achieving accreditation
and re-accreditation during the self-assessment phase of the
process;

15.Ensuring that all personnel are familiar with accreditation and re-
accreditation just prior to the on-site assessment; and
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16.Providing other services required for the good of the department
and the community.

1.140.070 Crime Analysis Section
A. Objectives

The primary objectives of the Crime Analysis Section shall be to
produce information to improve police operations:

1. The collection, collation, and analysis of crime data within the
jurisdiction of the department in order to identify crime patterns,
trend correlations and suspect information to facilitate the effective
deployment of departmental resources;

2. The dissemination of that analyzed crime information to the
appropriate components;

3. The analysis of feedback in order to evaluate program
effectiveness;

4. Developing and maintaining a special record file designed to
provide analytical information concerning criminal matters,
categorized by:

a. type of incidents
b. location and time of incidents
c. annual comparison statistics; and

5. To serve as the Department’s subject matter expert on COMPSTAT
Reporting and Crime Mapping.

B. Organization
The Crime Analysis Section shall be organized to include the following:

1. Section Manager; and
2. Other Crime Analysis personnel required for efficient operation.

C. Duties and Responsibilities

The manager of the Crime Analysis Section shall be directly
accountable to the supervisor of the Strategic Development Division for
the proper administration, general management, and control of all
matters related to the operation of that Section and be generally
governed by the same duties and responsibilities and rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:
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. Maintaining liaison with all other elements of the department and

allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the Crime Analysis
Section;

Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the Crime
Analysis Section;

Organizing, directing, and controlling all resources of the Crime
Analysis Section, maintaining operations at a productive level, and
making the Section sufficiently flexible to ensure optimum
performance;

Seeking the most qualified personnel to fill vacant positions in the
Section;

Remaining alert to the need for improved methods and techniques
unique to the operations of the Crime Analysis Section;

The daily analysis of data concerning crime and other incidents to
assist in the development and utilization of resources;

Ensuring that the department's reporting system is administered in
accordance with current standards prescribed by the FBI's uniform
crime reporting system;

Formulating goals and objectives pertinent to the operation of the
Crime Analysis Section on an annual basis; and

10.Providing other services required for the good of the department

and the community.

1.140.080 Quality Assurance Section

A. Objectives

The primary objectives of the Quality Assurance Section shall be to
produce information to improve police operations:

1.

The collection, collation, and analysis of crime data within the
jurisdiction of the department in order to identify crime patterns,
trend correlations and suspect information to facilitate the effective
deployment of departmental resources;

. The dissemination of that analyzed crime information to the

appropriate components;

The analysis of feedback in order to evaluate program
effectiveness;

Developing and maintaining a special record file designed to
provide analytical information concerning criminal matters,
categorized by:
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a. Type of incidents
b. location and time of incidents
c. annual comparison statistics; and

5. To serve as the Department’s subject matter expert on COMPSTAT
Reporting and Crime Mapping.

B. Organization

The Quality Assurance Section shall be organized to include the
following:

1. Section Manager; and

2. Other Quality Assurance Section personnel required for efficient
operation.

C. Duties and Responsibilities

The manager of the Quality Assurance Section shall be directly
accountable to the supervisor of the Strategic Development Division for
the proper administration, general management, and control of all
matters related to the operation of that Section and be generally
governed by the same duties and responsibilities and rules and
regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the Quality
Assurance Section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the Quality
Assurance Section;

4. Organizing, directing, and controlling all resources of the Quality
Assurance Section, maintaining operations at a productive level,
and making the Section sufficiently flexible to ensure optimum
performance;

5. Seeking the most qualified personnel to fill vacant positions in the
Section;

6. Remaining alert to the need for improved methods and techniques
unique to the operations of the Quality Assurance Section;

7. The daily analysis of data concerning crime and other incidents to
assist in the development and utilization of resources;
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8. Ensuring that the department's reporting system is administered in
accordance with current standards prescribed by the FBI's uniform
crime reporting system;

9. Formulating goals and objectives pertinent to the operation of the
Quality Assurance Section on an annual basis; and

10.Providing other services required for the good of the department
and the community.
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1.150 Organizational Structure of the Support Services Bureau

1.150.010 Generally

A. The purpose of this order is to describe the objectives, organizational
structure, and the duties and responsibilities of the Support Services
Bureau and all components that fall under the responsibility of that
bureau.

B. Itis the policy of this department that each component shall be
assigned the sworn and civilian personnel required to perform all
duties. The component commander shall establish the duties.
Personnel shall be responsible to that commander or another person
so designated.

1.150.020 Definitions

A. Bureau: The major organizational component of the department,
characterized by more than one specialized function that is essential to
the overall police service operation, under the direction and control of a Deputy
Chief of Police.

B. Division: The primary element part of a bureau, self-contained and
capable of independent action in providing a specific function of the
bureau, under the direction and control of a member subordinate to the
bureau commander.

C. Section: The primary element part of a division, performing one or
more functional tasks of the division, under the direction and control of a
member subordinate to the division commander.

D. Unit: A constituent part of an element listed above, generally
responsible for performing a specific and specialized task under the
direct supervision of a member subordinate only to the commander
of the component of which the unit is a part.

E. Shift: A predetermined or scheduled tour of duty, responsible for
performing one or more functional tasks of a component during the
specified time period, under the general supervision of a member
subordinate only to the section or precinct commander.

F. Detail or Squad: A small and subordinate part of any component that

is assigned a particular task, under the supervision of a designated
member.
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1.150.030 Support Services Bureau

A. Objectives

The primary objectives of the Support Services Bureau shall be to provide
the line or field services and facilities required to achieve the objectives of
the department. The bureau shall engage in continuous research and
planning to develop and maintain acceptable standards for meeting
demands in:

1.
2.

3.

5.

The development of routine and specialized investigative procedures;
The development of routine and specialized procedures for traffic-
related matters;

The development of other specialized services necessary to support
patrol, traffic, and investigative efforts; and

The formulation of crime prevention programs.

B. Organization

The Support Services Bureau shall be further organized into divisions,
sections, and other such units to include the following:

1.
2.

Park Police Division
Custom Services Division;
A. Secondary Employment Section
. Special Events Unit
MDHA Special Task Force
School Resource Officer Coordinator
Field Training Officer Unit
Special Investigations Surveillance Unit
SpeC|aI Operations Section;
A. Emergency Contingency Section
1. Emergency Contingency Unit

2. Hazardous Devices Unit

3. Urban Search and Rescue
B. School Crossing Section
C. Traffic Section

1. Crash Investigation Unit

2. D.U.l. Enforcement Unit

3. Hit and Run Unit

4. Aggressive Driving Unit
D. SWAT/Negotiators Section

1. Crisis Negotiator Team
Drill and Ceremony Team
Special Response Tactical Unit
Special Weapons and Tactics Team
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C. Tactical Operations Section
1. Auviation Unit
2. Canine Unit
3. Mounted Patrol

4. Facilities Management Division;
A. Safety and Inspections Section
1. Safety Unit
2. Inspections Unit
3. Court Appearance Unit
B. Property, Evidence, and Facilities Section;
1. Property and Evidence
2. Vehicle Impound Unit
3. Facilities Security/Information Unit
C. Fleet Management Section;
5. Warrants Division;
A. Fugitives Unit
B. Warrants Unit

C. U.S. Marshal's Task Force

. Duties and Responsibilities

The Deputy Chief of the Support Services Bureau shall be directly
accountable to the Chief of Police for the proper administration, general
management, and control of all matters related to the operation of that
bureau and shall be governed by the same command duties and
responsibilities and rules and regulation applicable to any other
supervising officer. They shall include the following:

1. Maintaining liaison with all other elements of the department, allied
agencies, and the community at large;

2. Serving as the representative of the department to any agency or
community member concerned with the activities and operation of the
Support Services Bureau;

3. Familiarization with the departmental policies and execution of a
service program within the area of responsibility of the Support
Services Bureau;

4. Preparing and submitting an annual budget for the
Support Services Bureau;

5. Exercising control over all purchases and disbursements for the
Support Services Bureau;

6. Seeking the most qualified personnel to fill vacant positions in all

factions of the bureau;

Causing the inspection of public places and the enforcement of all laws;

Preparing and maintaining contingency plans for emergency or

disaster situations;

9. The formulating of goals and objectives pertinent to the operation of the
Support Services Bureau on an annual basis;

© N
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10.Causing the investigation of conditions adversely affecting the
security, health, and welfare of the community;
11.Causing the enforcement of all laws, ordinances, and regulations
through aggressive patrol action, traffic enforcement, crash
investigation, and the investigation of criminal activities;
12.Analyzing data concerning crime, traffic, and other incidents to aid in the
development, deployment, and utilization of resources; and
13.Performing such other duties and discharging such other
responsibilities as may be assigned by the Chief of Police.

1.150.040 Custom Services Division
A. Objectives

The primary objectives of the Custom Services Division shall be to
serve as the coordination and quality assurance element of the
Special Events Unit, Secondary Employment Unit, School Resource,
the Field Training Officer Programs, MDHA Special Task Force, and
Special Investigations Surveillance Unit. This shall be done in the
manner prescribed below:

1. Providing a safe and secure environment for all persons on school
property by:

a. Acting as a resource with respect to delinquency prevention;
b. Providing guidance on ethical issues;

c. Providing individual counseling to students; and

d. Explaining the law enforcement role in society.

2. Developing and perpetuating programs designed to prevent and
control juvenile delinquency;

3. Providing a standardized field-training program by:

a. Providing remedial training in those areas where the OIT/FTO has
deficiencies;

b. Maintaining a rating system that is job-related, utilizing a
standardized and systematic approach for the documented
measurement of an OIT’s performance;

c. Providing the Patrol FTO Board with observation and feedback of
OIT performance in order to enhance the quality of the entire
police-training program;

d. Providing continuous quality improvement based upon actual

identified needs and assessment of OIT’s job performance;

4. Secondary Employment
5. Special Events
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6. Special Investigations and Surveillance
B. Organization
The Custom Services Division shall be organized to include the following:

Special Events Coordinator
School Resource Unit;
D.A.R.E. Program;
G.R.E.A.T. Program;
Field Training Officer Unit;
Secondary Employment Section;
Special Events Unit;
MDHA Special Task Force;
Special Investigations Surveillance Unit
. Other personnel necessary for efficient operation.

cLXOXNoOOAWN=
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C . Duties and Responsibilities

The commander of the Custom Services Division shall be directly
accountable to the Deputy Chief of the Support Services Bureau

for the proper administration, general management, and

control of all matters related to the operation of that division and is
generally governed by the same command duties and responsibilities,
rules and regulations applicable to any other commanding officer.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department, allied
agencies, and interested community groups;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the division
sufficiently flexible to ensure optimum performance;

5. Preparing and submitting an annual budget encompassing the total

operation of the division;

6. Exercising control over all purchases and disbursements for the

division;

7. Ensuring the enforcement of all applicable laws;

8. Seeking the most qualified personnel to fill positions in the division;

9. Developing roll call training programs pertinent to the various

elements of the division;

10.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

11.Providing other services required for the good of the department and
the community.
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1.150.050 School Resource Officer Coordinator

A. Objective

The primary objectives of the School Resource Officer Coordinator shall
be to:

1.

Provide for a safe and secure environment for all persons on school
property by:

a. Acting as a resource with respect to delinquency prevention;
b. Providing guidance to school administrators on ethical issues;
c. Providing individual counseling to students; and

d. Explaining the law enforcement role in society.

. Develop and maintain effective crime control programs with

emphasis on organizing citizens of the community in the common
cause of reducing criminal activity; (D.A.R.E, G.R.E.AT);
Promote positive influences on citizens of the community through
the presentation of programs geared toward developing friendly
and cooperative relationships with the department (D.A.R.E,
G.R.E.AT);

Develop and perpetuate programs designed to prevent and control
juvenile delinquency (D.A.R.E, G.R.E.A.T); and

Ensure that all components and personnel are aware that the
success of these programs depends on their participation and
support (D.A.R.E, G.R.E.A.T).

B. Organization

The School Resource Officer Coordinator shall be organized to include
the following:

4.

5.

1. Section Commander (SRO Coordinator);
2.
3.

Precinct Unit Supervisor(s) (SRO Sergeant);

All DARE - certified SROs assigned to schools within the
designated precinct;

All GREAT - certified SROs assigned to schools within the
designated precinct; and

All officers assigned to school-based policing duties within the
designated precinct.

C. Duties and Responsibilities

The Precinct Unit Supervisor (SRO Precinct Coordinator) of the School
Resource Officer Unit shall be directly accountable to the Supervisor of
the Custom Services Division for the proper administration, general

134 of 1236



Organizational Structure of
The Support Services Bureau
1.150
management, and control of all matters related to the school-based
policing operations of that precinct and be generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other supervisor. Assigned duties shall include:

1. Maintaining liaison with all other elements of the precinct,
department, allied agencies, and interested community groups;

2. Serving as a representative of the department to any agency
concerned with the school-based activities and operations of the
precinct;

3. Familiarization with the administrative policies and execution of a
service program within selected public schools of the precinct;

4. Organizing, directing, and controlling all school-based policing

resources of the precinct, maintaining operations at a productive

level, and making the unit sufficiently flexible to ensure optimum

performance;

Ensuring the enforcement of all applicable laws;

Ensuring assigned personnel depict a positive role model for

students;

7. Serving as an advisor to the precinct commander on matters of
school safety and security issues;

8. Ensuring that children in need receive referrals to the proper
agencies;

9. Seeking the most qualified personnel to fill school-based policing
positions in the precinct;

10. Formulating goals and objectives pertinent to the operation of the
precinct’s school based policing efforts on an annual basis; and

11.Providing other services required for the good of the department
and the community.

o o

1.150.060 Drug Abuse Resistance Education (D.A.R.E.) Program

A. Objective

As a subprogram of the School Resource Officer Unit, the primary
objective of the Drug Abuse Resistance Education Program shall be to
provide elementary school students with the knowledge and skills
needed to recognize and resist pressures, which could influence them to
experiment with alcohol and/or drugs.

B. Organization

The Drug Abuse Resistance Education Program shall be organized to
include the following:

1. Precinct Program Supervisor(s) (SRO/DARE Sergeant);

2. All DARE - certified SROs assigned to schools within the
designated precinct; and
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3. Other personnel, as required, for efficient operation.
C. Duties and Responsibilities

The Precinct Unit Supervisor (SRO/DARE Sergeant) of the Drug

Abuse Resistance Education Program shall be directly accountable to the
Supervisor of the Custom Services Division for the proper administration,
general management, and control of all matters related to the operation of
that program and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other supervisor
of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that program;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the program;

4. Organizing, directing, and controlling all resources of the program,
maintaining operations at a productive level, and making the
program sufficiently flexible to ensure optimum performance;

5. Providing guidance on ethical issues; [44.2.4()]

6. Formulating goals and objectives pertinent to the operation of the
program on an annual basis;

7. Conducting graduation ceremonies to students who successfully
complete the program; and

8. Providing other services required for the good of the department
and the community.

1.150.070 Gang Resistance Education and Training (G.R.E.A.T.) Program
A. Objective

As a subprogram of the School Resource Officer Unit, the primary
objective of the Gang Resistance Education and Training Program shall
be to provide middle school students with the knowledge and skills
needed to recognize and resist pressures, which could influence them
to experiment with alcohol and/or drugs.

B. Organization

The Gang Resistance Education and Training Program shall be

organized to include the following:

1. Precinct Unit Supervisor(s) (SRO/G.R.E.A.T Sergeant); and

2. All G.R.E.A.T — certified SROs assigned to schools within the
designated precinct:

3. Other personnel, as required, for efficient operation.
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C. Duties and Responsibilities

The Precinct Unit Supervisor (SRO/G.R.E.A.T Sergeant) of the Gang
Resistance Education and Training Program shall be directly
accountable to the supervisor of the Custom Services Division for the
proper administration, general management, and control of all matters
related to the operation of that program and be generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other supervisor of the department. Assigned duties shall include:

1.

2.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of that program;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the program;
Organizing, directing, and controlling all resources of the program,
maintaining operations at a productive level, and making the
program sufficiently flexible to ensure optimum performance;
Providing guidance on ethical issues;

Formulating goals and objectives pertinent to the operation of the
program on an annual basis;

Conducting graduation ceremonies to students who successfully
complete the program; and

Providing other services required for the good of the department
and the community.

1.150.080 Field Training Officer Unit

A. Objectives

The primary objectives of the Field Training Officer Unit shall be to
provide for:

1.
2.

3.

A standardized field-training program.

Remedial training in those areas where the OIT/FTO has
deficiencies.

Maintenance of a rating system that is job-related, utilizing a
standardized and systematic approach for the documented
measurement of an OIT’s performance.

The Custom Services Bureau FTO Board with observation and
feedback of OIT performance in order to enhance the quality of the
entire police-training program.

To provide continuous quality improvement based upon actual
identified needs and assessment of OIT’s job performance.
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B. Organization

The Field Training Officer Unit shall be organized to include the
following:

1. Unit Supervisor (FTO Coordinator);
2. Field Training Officers; and
3. Other personnel necessary for efficient operation.

C. Duties and Responsibilities

The commander of the Field Training Officer Unit shall be directly
accountable to the supervisor of the Custom Services Bureau for the
proper administration, general management, and control of all matters
related to the operation of that section and is generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other commanding officer of the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of that unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Providing guidance on ethical issues;

6. Formulating goals and objectives pertinent to the operation of the
unit on an annual basis;

7. Maintaining a relationship with the Patrol FTO’s in order to ensure the
proper distribution of information regarding the progress of OIT’s,
professional development of OIT’s as well as FTO'’s, proper
evaluation of OIT’s as well as FTO’s and other relevant issues.; and

8. Providing other services required for the good of the department
and the community.

1.150.090 Surveillance & Technical Support Unit
A. Objective

The primary objective of the Surveillance & Technical Support Unit shall be
the investigation and surveillance of persons who commit crimes against
persons and property.
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B. Duties and Responsibilities

The supervisor of the Surveillance & Technical Support Unit shall be directly
accountable to the Commander of the Custom Services Division for the
proper administration, general management, and control of all matters
related to the operation of the unit and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1.

2.

Assisting elements of the MNPD with conducting video, audio and
physical surveillance / tracking operations;

Maintaining liaison with all other elements of the department and allied
agencies;

Serving as the representative of the department to any agency
concerned with the activities and operations of the unit;

Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit flexible
to ensure optimum performance;

Assisting the commander of the Custom Services Division in the analysis
of crime and incident data;

Assigning personnel in order to most effectively meet the needs of the
department;

. Remaining available to other department components in order to achieve

common objectives;

Formulating goals and objectives pertinent to the operation of the unit on
an annual basis; and

Performing other services required for the good of the department and
the community.

1.150.100 Special Operations Division

A.

Objectives
The primary objectives of the Special Operations Division shall be to:

1. Provide for the development and implementation of procedures to
gather, evaluate and develop training plans related to unusual
occurrences and special operations related to civil disorders, urban
search and rescue missions, homeland security operations and any
other special situation as required;

2. Provide for the development and implementation of procedures to
be used for identifying and disposing of explosive devices and
materials;

3. Development and maintenance of an effective school traffic safety
program;

4. Provide for the deployment of special weapons and tactics in support
of line elements where there is an actual or apparent need;

5. Provide a supportive element of specially trained negotiators in
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actions dealing with but not limited to situations such as hostage
situations, barricaded persons, suicide threats, terrorist acts, etc.;

6. Development and maintenance of highly trained canine teams
capable of assisting enforcement and investigative efforts in
accomplishing department objectives;

7. Development and maintenance of an aerial reconnaissance and/or
surveillance support service capable of assisting enforcement and
investigative efforts in accomplishing department objectives;

8. Provide for the investigation of traffic crashes in order to identify
causes, time, location, and other factors that will aid in the
development of crash prevention programs;

. Organization

The Special Operations Division shall be organized to include the
following:

Division Commander;
Emergency Contingency Section;
School Crossing Section;
SWAT/Negotiators Section;
Tactical Operations Section; and
Traffic Section.

2 R

. Duties and Responsibilities

The commander of the Special Operations Division shall be directly
accountable to the Deputy Chief of the Support Services Bureau for the
proper administration, general management, and control of all matters
related to the operation of that division and is generally governed by the
same command duties and responsibilities, rules and regulations
applicable to any other supervising officer. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department, allied
agencies, and interested community groups;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the division;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the
division sufficiently flexible to ensure optimum performance;

5. Preparing and submitting an annual budget encompassing the total
operation of the division;

6. Exercising control over all purchases and disbursements for the
division;

7. Ensuring the enforcement of all applicable laws;
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8. Seeking the most qualified personnel to fill positions in the division;
9. Developing roll call training programs pertinent to the various
elements of the division;
10.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and
11.Providing other services required for the good of the department
and the community.

1.150.110 Emergency Contingency Section
A. Objectives

The primary objectives of the Emergency Contingency Section shall be
to:

1. Provide Chemical, Biological, Radiological, Nuclear and Explosive
material education, equipment management, contingency plan
development and mitigation operations to support the mission of the
Metropolitan Nashville Police Department.

2. Provide support in the areas of explosive disposal and search, the
development of evacuation and search plans in support of
homeland security efforts, teach law enforcement officers
improvised explosive recognition, investigate all incidents of
commercial and improvised explosives, and investigate reported
bomb threats.

3. Provide vulnerability and threat assessments for critical
infrastructure and key resource facilities and events within
Davidson County. Develop recommended solutions to identified
problems and methods to harden the facility of interest within
Davidson County from possible terrorist attack.

4. Provide training and establish response and management protocols
for critical incidents. This includes test and evaluation of all tactical
response equipment to include the purchase, issue, maintenance,
and management of all personal protective equipment that is
utilized by the department.

5. Provide for the development and implementation of procedures to
update and maintain the School Contingency Plans and other site
surveys related to other designated facilities of interest.

6. Provide for the development and implementation of procedures to
gather, evaluate and develop training plans related to unusual
occurrences and special operations related to civil disorders, urban
search and rescue missions, homeland security operations and any
other special situation as required.

7. Provide and conduct training related to Law Enforcement Incident
Command and Emergency Response Exercises as required.
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B. Organization

The Emergency Contingency Section shall be organized to include the
following:

1. Section Supervisor;
2. Unit Supervisors; and
3. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Emergency Contingency Section shall be directly
accountable to the supervisor of the Special Operations Division for the
proper administration, general management, and control of all matters
related to the operation of the division and is generally governed by the
same command duties and responsibilities, rules and regulations
applicable to any other supervising officer of the department. Assigned
duties shall include:

1. The development and maintenance of an extensive training
program, to include tabletop exercises, designed to improve the
capabilities of all sworn personnel in the awareness, response and
management of critical incidents related to civil unrest or
biological/chemical hazards;

2. The development and maintenance of an extensive program
designed to train sworn personnel in the safe use and care of civil
disturbance and/or chemical protective equipment;

3. The development and management of an extensive training
program designed to train applicable personnel in Urban Search
And Rescue (USAR) operations;

4. The development and management of applicable OSHA regulations
related to bio/chem protective equipment;

5. The development and maintenance of an assessment program
designed to identify facilities requiring site surveys to support
department contingency planning activities;

6. The development and maintenance of a contingency information
system to inform all sworn personnel and allied agencies of
homeland security issues;

7. Providing liaison to other local, state and federal agencies on
issues relating to homeland security.

1.150.120 Hazardous Devices Unit
A. Objectives
The primary objective of the Hazardous Devices Unit shall be to:
1. Provide for the development and implementation of procedures to
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be used for identifying and disposing of explosive devices and
materials.

B. Organization

The Hazardous Devices Unit shall be organized to include the
following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Hazardous Devices Unit shall be directly
accountable to the supervisor of the Emergency Contingency Section for
the proper administration, general management, and control of all
matters related to the operation of that section and is generally governed
by the same command duties and responsibilities, rules and regulations
applicable to any other supervising officer of the department. Assigned
duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Remaining alert to the need for improved methods and techniques
unique to the operations of the unit;

6. Notifying commanders in geographic areas in which members of
the unit will be operating;

7. Providing for the continuous training and improvement of all
personnel assigned to the unit;

8. Causing the investigation of all matters related to CBRNE materials
(Chemical, Biological, Radiological, Nuclear and Explosive);

9. Providing for the maintenance of all equipment necessary for the
efficient operation of the unit;

10.Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

11.Providing other services required for the good of the department
and the community.
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1.150.130 Emergency Contingency Unit
A. Objectives

The primary objectives of the Emergency Contingency Unit shall be to:

1. Review, prepare and present national best practices training and/or
monitoring of an extensive training program, to include tabletop
exercises, designed to improve the capabilities of all sworn personnel
in the awareness, response and management of critical incidents
related to civil unrest or CBRNE hazards.

2. The training and/or monitoring of an extensive program designed to
train sworn personnel in the safe use and care of civil disturbance
and/or personal protective equipment (PPE)

3. The management and maintenance of applicable OSHA regulations
related to personal protective equipment and riot control gear.

4. The management and maintenance of an assessment program
designed to identify facilities requiring site surveys to support
department contingency planning activities.

5. Provide CBRNE mitigation management assistance.

6. Maintain and operate the department’s watercraft

B. Organization

The Emergency Contingency Unit shall be organized to include the
following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Emergency Contingency Unit shall be directly
accountable to the supervisor of the Emergency Contingency Section for
the proper administration, general management, and control of all
matters related to the operation of that section and is generally governed
by the same command duties and responsibilities, rules and regulations
applicable to any other supervising officer of the department. Assigned
duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
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sufficiently flexible to ensure optimum performance;
5. Remaining alert to the need for improved methods and techniques
unique to the operations of the unit;
6. Notifying commanders in geographic areas in which members of the
unit will be operating;
7. Providing for the continuous training and improvement of all
personnel assigned to the unit;
8. Assist in the investigation of all matters related to CBRNE materials
and post blast investigations.
9. Providing for the maintenance of all equipment necessary for the
efficient operation of the unit;
10. Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and
11. Providing other services required for the good of the department
and the community.

1.150.140 School Crossing Section

A.

Objective

The primary objective of the School Crossing Section shall be the
development and maintenance of an effective school traffic safety
program.

. Organization

The School Crossing Section shall be organized to include the
following:

1. Section Supervisor; and
2. Other personnel necessary for efficient operation.

Duties and Responsibilities

The Supervisor of the School Crossing Section shall be directly
accountable to the Supervisor of the Special Operations Division for
the proper administration, general management, and control of all
matters related to the operation of that section and is generally
governed by the same supervisory duties and responsibilities, rules
and regulations applicable to any other supervisor of the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of
service program within the area of responsibility of the section;
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4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
section sufficiently flexible to ensure optimum performance;
5. Remaining alert to the need for improved methods and techniques
unique to the operations of the section;

6. Seeking the most qualified personnel to fill vacant positions in the
section;

7. Working in cooperation with school officials to determine the most
efficient use of personnel;

8. Maintaining attendance and performance records of personnel;

9. Conducting child safety programs for interested groups,
emphasizing student education for the reduction of crashes; [e4.1.6]

10.Providing for the continued training and improvement of school
crossing guards;

11.Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

12.Providing other services required for the good of the department
and the community.

1.150.150 Special Weapons and Tactics Team
A. Objective

The primary objective of the Special Weapons and Tactics Team shall
be to provide for the deployment of special weapons and tactics in
support of line elements where there is an actual or apparent need such
as high-risk and unusual events. Such supportive actions shall include
but not be limited to:

Neutralizing the efforts of barricaded persons;

Combating sniper actions;

Counter-acting hostage situations;

Expediting high-risk arrests;

Protecting dignitaries;

Search and rescue operations;

Tactical narcotics enforcement;

Providing training in SWAT tactics to other law enforcement
agencies; and

Providing support in other unusual situations as deemed necessary
by the Chief of Police.
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B. Special Response Tactical Unit (SRT)

The primary objective of the SRT unit is to provide a unit of SWAT
trained and equipped personnel to actively pursue violent high-risk
criminals who challenge the quality of life of the residents in Nashville
and to provide a safer response to high-risk and unusual situations in
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the community. The SRT unit will have primary responsibility of:

1. Aggressively pursuing violent felons who are repeat violent
offenders or difficult to find and/or arrest, by tracking down,
apprehending and then serving their outstanding arrest warrants.

2. Aggressively pursuing violent felons by serving high-risk search
and arrest warrants.

3. Providing the department with a team of tactical officers to assist in
high-risk preplanned actions.

C. Organization
The SWAT Team shall be organized to include the following:

Section Supervisor;

Emergency Unit;

Deliberate Unit;

Marksmen Unit;

Technical Unit;

Special Response Tactical Unit (SRT); and
Other personnel required for efficient operation.
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C. Duties and Responsibilities

The Supervisor of the SWAT Section shall be directly accountable to
the Commander of the Special Operations Division for the proper
administration, general management and control of all matters related
to the operation of the section and shall be governed by the same
duties and responsibilities and rules and regulations applicable to any
other commander of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department, and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the areas of responsibility of the section;

4. Organizing, directing, and controlling all the resources of the
section, maintaining operations at a productive level, and making
the section flexible to ensure optimum performance;

5. Seeking the most qualified personnel to fill positions in the section;

6. Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

7. Remaining alert to the need for improved methods and techniques
unique to the operations of the section; and

8. Providing other services required for the good of the department
and the community.
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1.150.160 Crisis Negotiator Team
A. Objective

The primary objective of the Crisis Negotiator Team shall be to provide a
supportive element of specially trained negotiators in actions dealing with
but not limited to:

Hostage situations;

Barricaded persons;

Suicide threats;

Terrorist acts;

Heavy arrest situations when requested;

Providing training in crisis negotiations to other law enforcement
agencies; and

Providing support in other situations as deemed necessary by the
Chief of Police.

oA WN =

N

B. Organization

The Crisis Negotiator Team shall be organized to include the following:

1. Unit Commander;

2. Field Commander;

3. Team Leaders; and

4. Other personnel required for efficient operation.

D. Duties and Responsibilities

The Supervisor of the Crisis Negotiator Team shall be directly
accountable to the Commander of the Special Operations Division for the
proper administration, general management and control of all matters
related to the operation of the unit and shall be governed by the same
duties and responsibilities and rules and regulations applicable to any
other supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department, and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the areas of responsibility of the section;

4. Organizing, directing, and controlling all the resources of the
section, maintaining operations at a productive level, and making
the section flexible to ensure optimum performance;

5. Seeking the most qualified personnel to fill positions in the section;
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Formulating goals and objectives pertinent to the operation of the
unit on an annual basis;
6. Remaining alert to the need for improved methods and techniques
unique to the operations of the section; and
7. Providing other services required for the good of the department
and the community.

1.150.170 Tactical Operations Section
A. Objectives

The primary objectives of the Tactical Operations Section will be to
provide for:

1. The development and maintenance of highly trained canine teams
capable of assisting enforcement and investigative efforts in
accomplishing department objectives;

2. The development and maintenance of a hazardous device
component for identifying and disposing of explosive devices and
materials;

3. The development and maintenance of a water support service
program for search and rescue operations as well as the
enforcement of all water related laws and ordinances; and

4. The development and maintenance of an aerial reconnaissance
and/or surveillance support service capable of assisting enforcement
and investigative efforts in accomplishing department objectives.

B. Organization

The Tactical Operations Division shall be organized to include the
following:

Section Supervisor;

Aviation Unit;

Canine Section; and

Mounted Patrol Unit

Other personnel required for efficient operation.

a0~

C. Duties and Responsibilities

The supervisor of the Tactical Operations Section shall be directly
accountable to the supervisor of the Special Operations Division for the
proper administration, general management, and control of all matters
related to the operation of the Section and is generally governed by the
same command duties and responsibilities, rules and

regulations applicable to any other supervisor of the department.
Assigned duties shall include:
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1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
command sufficiently flexible to ensure optimum performance;

5. Preparing and submitting an annual budget encompassing the total
operation of the section;

6. Exercising control over all purchases and disbursements for the
section;

7. Causing the general inspection of public places in the community to
ensure compliance with applicable laws;

8. Causing the investigation of conditions adversely affecting the
security, health, and welfare of the community;

9. Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

10. Developing roll call training programs pertinent to the various
elements of the section; and

11.Performing other services required for the good of the department
and the community.

1.150.180 Aviation Unit

A.

Objectives

The primary objectives of the Aviation Unit shall be to provide for:

1. Aerial reconnaissance and/or surveillance of someone or
something within the scope of police authority; and

2. Transportation of other authorized persons for official law
enforcement purposes.

Organization

The Aviation Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel necessary for efficient operation.

Duties and Responsibilities

The supervisor of the Aviation Unit shall be directly accountable to the
supervisor of the Tactical Operations Section for the proper
administration, general management, and control of all matters related
to the operation of that Unit and is generally governed by the same
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command duties and responsibilities, rules and regulations applicable to
any other supervisor of the department. Assigned duties shall include:

1.

2.

10.

11.

Maintaining liaison with all other elements of the department and
allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

Administering programs that provide for biannual flight instruction
and safety in accordance with the Federal Aviation Authority;
Assuring proper maintenance of all aircraft and related equipment;
Causing records to be developed, processed, and maintained in
accordance with applicable rules of all governing agencies;
Scheduling air patrol missions over designated areas to locate
actual or potential law enforcement problems;

Causing a prompt response to any authorized request for
assistance;

Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

Providing other services required for the good of the department
and the community.

1.150.190 Canine Unit

A. Obijectives

The primary objectives of the Canine Unit shall be to provide for:

1.

2.

The apprehension of persons who have committed certain serious
felonies;

The tracking of suspects who have committed certain serious
felonies and fled the scene of the crime;

The searching of large areas for lost or abandoned property and
hidden implements of a crime including explosive devices;

The patrolling, as a deterrent, of areas in the community having a
high rate of serious crimes; and

Conducting searches for individuals when there is a need to locate
them quickly.

B. Organization

The Canine Unit shall be organized to include the following:

1.

Unit Supervisor; and
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2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Canine Unit shall be directly accountable to the
supervisor of the Tactical Operations Section for the proper administration,
general management, and control of all matters related to the operation of
that unit and is generally governed by the same command duties and
responsibilities, rules and regulations applicable to any other supervisor of the
department. Assigned duties shall include:

1.

2.

8.

9.

Maintaining liaison with all other elements of the department and allied
agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

. Organizing, directing, and controlling all resources of the unit,

maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

Causing strict compliance with all regulations applicable to the safety
and welfare of canine teams;

Monitoring requests for canine services;

Causing the continuous training of canine teams according to
guidelines set by the United States Police Canine Association;
Causing the testing of canine teams on a regular basis to ensure
proficiency;

Removing from service any canine team that cannot meet
established standards;

10.Purchasing and maintaining all canine supplies and equipment;
11.Formulating goals and objectives pertinent to the operation of the unit

on an annual basis; and

12.Providing other services required for the good of the department and

the community.

1.150.200 Mounted Patrol Unit

A. Obijectives

The primary objectives of the Mounted Patrol Unit will be to provide for:

1. Obtaining the highest deterrent to crime though visibility, utilization
and response;

2. Developing a good rapport with the community by providing
demonstrations, attending parades, and being overall goodwill
ambassadors for both the department and the city.

3. Providing other sections who request the unit with an effective
response;
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4. Crowd control to deter or address a situation of civil disorder

B. Organization

The Mounted Patrol Unit shall be organized to include the following:

1. Unit Supervisor;
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Mounted Patrol Unit shall be directly accountable
to the supervisor of the Tactical Operations Section for the proper
administration, general management, and control of all matters related
to the operation of the unit and is generally governed by the same
command duties and responsibilities, rules and regulations applicable to
any other supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Causing strict compliance with all regulations applicable to the
safety and welfare of mounted teams;

6. Monitoring requests for mounted services;

7. Causing the continuous training of mounted teams according to
guidelines set by the mounted unit supervisor;

8. Causing the testing of mounted teams on a regular basis to ensure
proficiency;

9. Removing from service any mounted team that cannot meet
established standards;

10. Purchasing and maintaining all mounted supplies and equipment;

11.Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

12.Providing other services required for the good of the department
and the community.

1.150.210 Traffic Section
A. Objectives

The primary objectives of the Traffic Section will be to provide for:
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. The investigation of traffic crashes in order to identify causes, time,
location, and other factors that will aid in the development of crash
prevention programs;
2. The development and maintenance of a selective enforcement
program designed to stop traffic law violations;
The identification of traffic problem areas;
The development and maintenance of a traffic information system to
inform all interested agencies of traffic problems and promote
safety; and
5. The development and maintenance of a traffic data analysis unit to
provide information pertinent to the deployment of department
resources.

—
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. Organization
The Traffic Section shall be organized to include the following:

Section Supervisor;

Crash Investigation Unit;

Hit & Run Unit;

DUI Enforcement Unit;

Aggressive Driving Unit; and

Other personnel required for efficient operation.
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. Duties and Responsibilities

The supervisor of the Traffic Section shall be directly accountable to the
Commander of the Special Operations Division for the proper
administration, general management, and control of all matters related
to the operation of the section and is generally governed by the same
command duties and responsibilities, rules and regulations applicable to
any other supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the
command sufficiently flexible to ensure optimum performance;

5. Preparing and submitting an annual budget encompassing the total
operation of the section;

6. Exercising control over all purchases and disbursements for the
section;

7. Causing the general inspection of public places in the community to
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ensure compliance with applicable laws;
8. Causing the investigation of conditions adversely affecting the
security, health, and welfare of the community;
9. Causing the enforcement of all laws, ordinances, and regulations
through selective traffic enforcement, and crash investigation;
10. Causing the analysis of crime, traffic crash and enforcement reports
to aid in the proper development, deployment, and utilization of
resources;
11.Formulating goals and objectives pertinent to the operation of the
section on an annual basis;
12.Developing roll call training programs pertinent to the various
elements of the section; and
13.Performing other services required for the good of the department
and the community.
14.Conducting meetings as the chairperson of the Traffic Crash
Review Committee.

1.150.220 Crash Investigation Unit

A. Objectives

The primary objectives of the Crash Investigation Unit shall be to
provide for:

1. The extensive investigation of traffic related crashes; and
2. The extensive enforcement and investigation of matters
pertaining to vehicular and pedestrian traffic.

B. Organization

The Crash Investigation Unit shall be organized to include the
following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Crash Investigation Unit shall be directly
accountable to the Traffic Section supervisor for the proper
administration, general management, and control of all matters related to
the operation of that unit and is generally governed by the same
supervisory duties and responsibilities, rules and regulations applicable
to any other supervisor in the department. Assigned duties shall

include:

1. Maintaining liaison with all other elements of the department and
allied agencies;
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2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Causing the enforcement of all traffic laws and ordinances;

6. Seeking to eliminate conditions that interfere with the safe and
expeditious movement of both vehicular and pedestrian traffic;

7. Remaining alert to the need for improvement in traffic control;

8. Causing the reporting of defective traffic signs, signals, devices,
and other safety hazards;

9. Causing the complete investigation of vehicular and pedestrian
related crashes;

10. Causing the enforcement of all traffic related laws, ordinances, and
regulations;

11.Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

12.Performing other services required for the good of the department
and the community.

1.150.230 Hit and Run Unit

A.

Objectives

The primary objectives of the Hit and Run Unit shall be to provide for the
extensive investigation of traffic related crashes involving motor vehicles
and pedestrians with emphasis on the apprehension and prosecution of
offenders who leave the scene of a crash, fail to report a crash, or
otherwise fail to satisfy legal requirements.

. Organization

The Hit and Run Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

Duties and Responsibilities

The supervisor of the Hit and Run Unit shall be directly accountable to
the Traffic Section supervisor for the proper administration, general
management, and control of all matters related to the operation of that
unit and is generally governed by the same supervisory duties and
responsibilities, rules and regulations applicable to any other supervisor
in the department. Assigned duties shall include:
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1. Maintaining liaison with all other elements of the department and
allied agencies;
2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;
3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;
4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;
The enforcement of traffic laws and ordinances;
Seeking to eliminate conditions that interfere with the safe and
expeditious movement of both vehicular and pedestrian traffic;
Remaining alert to the need for improvement in traffic control;
The complete investigation of all vehicular and pedestrian related
crashes that involve a driver who left the scene;
9. Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and
10.Performing other services required for the good of the department
and the community.

o o
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1.150.240 DUI Enforcement Unit
A. Objective

The primary objective of the DUI Enforcement Unit shall be the
processing of persons in traffic related arrests where alcohol is the
dominating factor.

B. Organization
The DUI Enforcement Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the DUI Enforcement Unit shall be directly accountable
to the Traffic Section supervisor for the proper administration, general
management, and control of all matters related to the operation of that
section and is generally governed by the same supervisory duties and
responsibilities, rules and regulations applicable to any other supervisor
in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;
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3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Remaining alert to the need for improved methods and techniques
unique to the operations of the unit;

6. The enforcement of all traffic laws and ordinances;

7. Providing for the administration of breath alcohol tests at the scene
of incidents;

8. Providing for the processing of persons arrested for an alcohol
related offense to determine their degree of impairment;

9. Providing for the maintenance of all breath alcohol testing
equipment;

10.Providing for the establishment and maintenance of unit records
depicting examinations and statistical data necessary for court
appearances;

11.Formulating goals and objectives pertinent to the operation of the
unit on an annual basis; and

12.Providing other services required for the good of the department
and the community.

1.150.250 Aggressive Driving Unit
A. Objective

The objective of the Aggressive Driving Unit is to reduce the number of
incidents of aggressive driving on the interstates and state routes in
Davidson County. By reducing the number of incidents of aggressive
driving, the safety of the motoring public will be enhanced and the
number of crashes occurring will hopefully be reduced.

B. Organization
The Aggressive Driving Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Aggressive Driving Unit shall be directly
accountable to the Traffic Section supervisor for the proper
administration, general management, and control of all matters related to
the operation of that unit and is generally governed by the same
supervisory duties and responsibilities, rules and regulations applicable
to any other supervisor in the department. Assigned duties shall

include:
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. Maintaining liaison with all other elements of the department and

allied agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;
Remaining alert to the need for improved methods and techniques
unique to the operations of the unit;

Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

The enforcement of all traffic laws and ordinances;

Remaining alert to the need for improvement in traffic control;
Members of the unit will be charged with patrolling the interstates

and state routes in Davidson County;

Unit members will proactively seek out drivers who are driving in an
aggressive manner and violating the traffic laws of the Metropolitan
Government and State of Tennessee;

10.Formulating goals and objectives pertinent to the operation of the

unit on an annual basis; and

11.Providing other services required for the good of the department

and the community.

1.150.260 Facilities Management Division

A..Objectives

The primary objectives of the Facilities Management Division shall be:

The storage and security of physical evidence and other property
confiscated within the scope of police authority, and
safeguard that property until it is disposed of according to law.

B. Organization

The Facilities Management Division shall be organized to include:

NOOAWN =

Division Commander;

Safety/Inspections Section;

Property and Evidence Section;

Facilities Security/Information Unit;

Police Vehicle Operations;

Supply Unit; and

Other personnel necessary for efficient operation.

C. Duties and Responsibilities
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The commander of the Facilities Management Division shall be directly
accountable to the commander of the Support Services Bureau for the
proper administration, general management and control of all matters
related to the operation of that division and shall be governed by the
same duties and responsibilities and rules and regulations applicable to
any other commander of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities of the division;

3. Organizing, directing, and controlling all the resources of the division,
maintaining operations at a productive level, and making the
command flexible to ensure optimum performance;

4. Exercising control over all purchases and disbursements for the
division;

5. Seeking the most qualified personnel to fill positions in the division;

6. Conducting a quarterly inspection of the Property Section to ensure
adherence to procedures for the control of property;

7. Consulting with other command personnel in order to prepare
contingency plans for dealing with emergency or disaster situations;

8. Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

9. Performing other duties and discharging other responsibilities that
may be assigned by the commander of the Investigative Services
Bureau.

1.150.270 Safety, Inspections and Facility Security Section
A. Objectives

The primary objectives of the Safety,Inspections and Facility Security Section
shall be the processes of determining personnel performance of duty and
compliance with rules, regulations, policies, procedures, and other

directives of the department; and maintaining an effective program to

ensure the security of department facilities.

B. Organization

The Safety, Inspections, and Facility Security Section shall be organized
to include the following:

1. Section supervisor;

2. Safety Unit;

3. Inspections Unit;

4. Court Appearance Unit; and
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5. Facilities Security / Information Unit.
C. Duties and Responsibilities

The supervisor of the Safety, Inspections, and Facility Security Section
shall be directly accountable to the Commander of the Facilities
Management Division for the proper administration, general management,
and control of all matters related to the operation of that section and be
generally governed by the same command duties and responsibilities,
rules and regulations applicable to any other supervisor of the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

4. Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the command
sufficiently flexible to ensure optimum performance;

5. Seeking the most qualified personnel to fill vacant positions in the
division;

6. Formulating goals and objectives pertinent to the operation of the
section on an annual basis;

7. Preparing and submitting budget estimates encompassing the total
operation of the section; and

8. Performing other duties and discharging other responsibilities as may
be assigned by the supervisor of the Facilities Management Division.

1.150.280 Safety Unit
A. Objective:
The primary objectives of the Safety Unit will be the development and
implementation of safety and security programs for department facilities;
and the development and implementation of effective safety programs
designed to identify and eliminate hazards detrimental to personnel safety.
B. Organization

The Safety Unit shall be organized to include the following:

1. Safety Coordinator; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

161 of 1236



Organizational Structure of
The Support Services Bureau
1.150

The supervisor of the Safety Unit shall be directly accountable to the
supervisor of the Safety, Inspections, and Facility Security Section for the
proper administration, general management, and control of all matters
related to the operation of the unit and be generally governed by the same
duties and responsibilities, rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. The development and maintenance of a comprehensive records
system for processing all occupational injuries and ilinesses sustained
by department employees;

6. Formulating goals and objectives pertinent to the operation of the unit
on an annual basis;

7. Ensuring compliance with federal and state law requirements,
particularity as set forth in the Williams-Steiger Occupational Safety
and Health Act (OSHA);

8. Causing a thorough examination of the circumstances, conditions, and
extent of any occupational injury or illness sustained by an employee
in order to determine what action or supplemental records may be
required; and

9. Performing other services required for the good of the department and
the community.

1.150.290 Inspections Unit
A. Objectives

The primary objectives of the Inspections Unit shall be:

The development and implementation of a staff inspections program
designed to:

1. Determine the appearance, conduct, and duty performance of
personnel and the condition of equipment and facilities;

2. Determine the manner that line personnel discharge their supervisory

duties;

Determine the degree of compliance with department directives;

Conduct field inspections to determine the efficiency of field operations;

Evaluate department operating procedures and their effect; and

Recommend changes in department operations deemed necessary.

N
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B. Organization
The Inspection Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Inspections Unit shall be directly accountable to the
supervisor of the Safety, Inspections, and Facility Security Section for the
proper administration, general management, and control of all matters
related to the operation of that Unit and be generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other commanding officer of the department. Assigned duties shall
include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. The inspection of personnel and reporting of any neglect,
carelessness, or improper conduct;

6. The inspection of police property and equipment, procedures, and the
results of police operations and the reporting of the results of the
inspections;

7. The preparation of inspection reports designed to require accountability
from commanding and supervisory personnel for the discharge of their
duties and responsibilities;

8. Conducting inspections, in conjunction with the Accreditation unit, to
determine compliance with accreditation standards. This shall include
annual, quarterly and monthly reports/audits;

9. The review of reports from supervisory personnel;

10. Formulating goals and objectives pertinent to the operation of the unit
on an annual basis; and

11. Providing other services required for the good of the department and
the community.

1.150.300 Court Appearance Unit

A. Objectives
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The primary objective of the Court Appearance Unit shall be to maintain a
comprehensive program regarding court appearances by department
personnel.

B. Organization
The Court Appearance Unit shall be organized to include the following:

1. Unit Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Court Appearance Unit be directly accountable to
the supervisor of the Safety, Inspections, and Facility Security Section for
the proper administration, general management, and control of all matters
related to the operation of that unit and be generally governed by the
same duties and responsibilities, rules and regulations applicable to any
other supervisor in the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Assuring the attendance of personnel in all judicial proceedings by:
a. distributing subpoenas or otherwise making official notifications

and maintaining records to document notifications; and
b. reporting to the section commander any person who fails to
appear in court.

6. Approving compensation for appearances by department personnel;

7. Auditing court appearance compensation records;

8. Reporting personnel for non-compliance with the rules, regulations,
policies, and procedures of the department;

9. Assigning traffic court dates for all uniformed police officers;

10. Appearing before the Grand Jury to present driver's license cases;

11. Formulating goals and objectives pertinent to the operation of the unit
on an annual basis; and

12. Providing other services required for the good of the department and
the community.

1.150.310 Facilities Security / Information Unit

A. Objectives
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The primary objectives of the Facilities Security / Information Unit shall be
to provide security at designated departmental facilities; and enforce
parking regulations in and around those facilities.

B. Organization

The Facilities Security / Information Unit shall be organized to include the
following:

1. Unit supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The supervisor of the Facilities Security / Information Unit shall be

directly accountable to the supervisor of the Safety, Inspections, and
Facility Security Section for the proper administration, general
management, and control of all matters related to the operation of that unit
and be generally governed by the same duties and responsibilities, rules
and regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the unit;

3. Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the unit;

4. Organizing, directing, and controlling all resources of the unit,
maintaining operations at a productive level, and making the unit
sufficiently flexible to ensure optimum performance;

5. Providing security for designated department facilities;

6. The security checks of department parking lots and enforcement of
parking regulations in the campus complex;

7. Formulating goals and objectives pertinent to the operation of the unit
on an annual basis; and

8. Providing other services required for the good of the department and
the community.

1.150.320 Property and Evidence Section
A. Objectives
The primary objectives of the Property and Evidence Section shall be to
provide and maintain an adequate storage facility for property found or

confiscated within the scope of police authority; and safeguard that
property until it is disposed of according to law.
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B. Organization

The Property and Evidence Section shall be organized to include the
following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Property and Evidence Section Supervisor shall be directly
accountable to the Commander of the Facilities Management Division for
the proper administration, general management, and control of all matters
related to the operation of that section and shall be governed by the
same command duties and responsibilities and rules and regulations
applicable to any other supervisor of the department. Assigned duties
shall include:

1. Maintaining liaison with the various elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency
concerned with the activities and operations of the section;

3. Organizing, directing, and controlling all resources of the section;

4. Seeking the most qualified personnel to fill vacant positions in the
section;

5. Causing items of evidence to be classified, labeled, and stored in a
way to avoid contamination or damage;

6. Keeping informed of new methods and procedures for storing various
types of property, giving special attention to the security of drugs;

7. Establishing internal procedures to ensure the security of all property
left in the custody of the section;

8. Causing evidence needing laboratory analysis to be delivered to that
facility and to be returned when analysis is complete;

9. Causing evidence no longer needed to be disposed of according to
law;

10. The formulating of goals and objectives pertinent to the operation of
the section on an annual basis; and

11. Providing other services required for the good of the department and
the community.

1.150.330 Vehicle Impound Section
A. Objectives
The primary objectives of the Vehicle Impound Section shall be to provide

and maintain an adequate storage facility for vehicles confiscated within
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the scope of police authority; and safeguard the vehicles until they are
disposed of according to law.

B. Organization
The Vehicle Impound Section shall be organized to include the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.

C. Duties and Responsibilities

The Vehicle Impound Section supervisor shall be directly accountable to
the Commander of the Facilities Management Division for the proper
administration, general management, and control of all matters related to
the operation of that section and shall be governed by the same command
duties and responsibilities and rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1. Maintaining liaison with the various elements of the department and
allied agencies;

2. Serving as a representative of the department to any agency concerned

with the activities and operations of the section;

Organizing, directing, and controlling all resources of the section;

Establishing internal procedures to ensure the security of all vehicles

left in the custody of the section;

5. Causing vehicles not claimed to be disposed of according to law;

6. The formulating of goals and objectives pertinent to the operation of the
section on an annual basis; and

7. Providing other services required for the good of the department and
the community.

W

1.150.340 Fleet Management Section

A. Objectives

The primary objectives of the Fleet Management Section shall be to
maintain liaison with other elements of the department, the General
Services Department, and other agencies concerned with motor vehicle
fleet maintenance and related equipment to assure maximum utilization of
department motor vehicle equipment at minimum cost.

B. Organization
The Fleet Management Section shall be organized to include the following:

1. Section Supervisor; and
2. Other personnel required for efficient operation.
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C. Duties and Responsibilities

The Fleet Management Section supervisor shall be directly accountable to
the Commander of the Facilities Management Division for the proper
administration, general management, and control of all matters related to
the operation of that section and shall be governed by the same command
duties and responsibilities and rules and regulations applicable to any other
supervisor of the department. Assigned duties shall include:

1. The development and execution of policies for procurement, control, and
economical operation of the police motor vehicle fleet;

2. Being cognizant of developments in manufacturing to insure acquisition
of the best motor vehicles and related equipment available for police
service;

3. The maintenance, testing, programming, and general upkeep of all
radio equipment, and inventory of issuance of MDC'’s;

4. Development and execution of a program of inspection and preventive
maintenance toward improvement in efficiency and economy of fleet
operations;

5. The correction of abuse or improper operation, which would damage or
impair efficiency of motor vehicles and related equipment;

6. Coordinating repairs and maintenance with the Metropolitan Motor Pool,

and other vendors;
Maintaining an accurate numbering system for all department vehicles;

. Procuring, maintaining, and repairing the Bicycle Fleet; and

. Performing other duties and discharging other responsibilities as may be

assigned by the Supervisor of the Facilities Management Division.
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1.150.350 Warrants Division
A. Objectives

The primary objectives of the Warrants Division shall be the extradition of
persons wanted in Davidson County who are apprehended in other
jurisdictions; the extradition of persons wanted in other jurisdictions who are
apprehended in Davidson County; and the arrest of wanted persons.

B. Organization
The Warrant Division shall be organized to include the following:

1. Division Commander;

2. Warrants Section;

3. Fugitives Section;

4. U.S. Marshall's Task Force; and
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4. Other personnel required for efficient operation.
C.Duties and Responsibilities

The commander of the Warrant Division shall be directly accountable to the
Deputy Chief of the Support Services Bureau for the proper administration,
general management, and control of all matters related to the operation of
that Division and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other commander in
the department. Assigned duties shall include:

1. Maintaining liaison with all other elements of the department and allied
agencies;

2. Serving as a representative of the department to any agency concerned
with the activities and operations of the division;

3. Familiarization with the administrative policies and execution of a service
program within the area of responsibility of the division;

4. Organizing, directing, and controlling all resources of the division,
maintaining operations at a productive level, and making the division
sufficiently flexible to ensure optimum performance;

5. Seeking the most qualified personnel to fill vacant positions in the
division;

6. Assigning personnel in order to most effectively meet the needs of the
department;

7. Remaining available to other department components in order to
achieve common objectives;

8. Providing for the continued training of all personnel assigned to the
division;

9. Remaining alert to the need for improved methods and techniques
unique to the operations of the division;

10.Providing for the entry and removal of persons wanted in Davidson
County into the National Crime Information Center files;

11.Formulating goals and objectives pertinent to the operation of the
division on an annual basis; and

12.Providing other services required for the good of the department and the
community.

1.150.360 Warrants Section

A. Objectives

The primary objectives of the Warrants Section shall be confirmation of
criminal warrant files on a 24-hour basis; the arrest of wanted persons; and
picking up and transportation of wanted individuals from other agencies.

B. Organization

169 of 1236



Organizational Structure of
The Support Services Bureau
1.150

The Warrant Section shall be organized to include the following:

1.
2.

Section Supervisor; and
Other personnel required for efficient operation.

C.Duties and Responsibilities

The supervisor of the Warrant Section shall be directly accountable to the
commander of the Warrants Division for the proper administration, general
management, and control of all matters related to the operation of that
section and be generally governed by the same duties and responsibilities,
rules and regulations applicable to any other supervisor in the department.
Assigned duties shall include:

1.

2.

10.

11.

Maintaining liaison with all other elements of the department and allied
agencies;

Serving as a representative of the department to any agency concerned
with the activities and operations of the section;

Familiarization with the administrative policies and execution of a service
program within the area of responsibility of the section;

Organizing, directing, and controlling all resources of the section,
maintaining operations at a productive level, and making the section
sufficiently flexible to ensure optimum performance;

Seeking the most qualified personnel to fill vacant positions in the
section;

Assigning personnel in order to most effectively meet the needs of the
department;

Remaining available to other department components in order to achieve
common objectives;

Providing for the continued training of all personnel assigned to the
section;

Remaining alert to the need for improved methods and techniques
unique to the operations of the section;

Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

Providing other services required for the good of the department and the
community.

1.150.370 Fugitive Section

A. Objectives

The primary objectives of the Fugitive Section shall be:

1. The extradition of persons wanted in Davidson County who are

apprehended in other jurisdictions;
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3.

Organizational Structure of
The Support Services Bureau
1.150
The extradition of persons wanted in other jurisdictions who are
apprehended in Davidson County; and
The arrest of wanted persons.

B. Organization

The Fugitive Section shall be organized to include the following:

1.
2.

Section Supervisor; and
Other personnel required for efficient operation.

Duties and Responsibilities

The supervisor of the Fugitive Section shall be directly accountable to the
commander of the Warrants Division for the proper administration, general
management, and control of all matters related to the operation of that
section and be generally governed by the same duties and
responsibilities, rules and regulations applicable to any other supervisor in
the department. Assigned duties shall include:

1.

2.

10.

11.

Maintaining liaison with all other elements of the department and allied
agencies;

Serving as a representative of the department to any agency
concerned with the activities and operations of the section;
Familiarization with the administrative policies and execution of a
service program within the area of responsibility of the section;

. Organizing, directing, and controlling all resources of the section,

maintaining operations at a productive level, and making the section
sufficiently flexible to ensure optimum performance;

Seeking the most qualified personnel to fill vacant positions in the
section;

Assigning personnel in order to most effectively meet the needs of the
department;

Remaining available to other department components in order to
achieve common objectives;

Providing for the continued training of all personnel assigned to the
section;

Remaining alert to the need for improved methods and techniques
unique to the operations of the section;

Formulating goals and objectives pertinent to the operation of the
section on an annual basis; and

Providing other services required for the good of the department and
the community.
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Title 2: Employee Welfare

Substance Abuse Program
Reference: Civil Service Commission Substance abuse Policy No. 6.1-l

The purpose of this order is to provide all employees with notice of the
provisions of the department’s substance abuse testing program. The
department has a legal responsibility and management obligation to
ensure a safe work environment; as well as paramount interest in
protecting the public by ensuring that its employees have the physical
stamina and emotional stability to perform their assigned duties. A
requirement for employment is an employee who is free from drug or
alcohol dependence, illegal drug use, or drug or alcohol abuse.

This order states:

A. Departmental policy relating to the use of alcohol, prescription drugs,
illegal drugs, and the abuse of legally prescribed drugs by employees;

B. Conditions under which a mandatory drug and/or alcohol testing
examination will be required of an employee; and

C. Substance abuse testing procedures.
D. The authority for conducting these procedures.
Policy

It is the policy of the Metropolitan Police Department to maintain a
workplace that is free from the effects of drug and alcohol abuse. The
Metropolitan Police Department insists on the highest standards of
behavior from its employees to further our goal in providing the most
professional police service possible to the citizens of Nashville-Davidson
County. Moreover, police officers who are sworn to enforce the laws lose
credibility and public confidence if they violate the very laws they are
sworn to enforce. This confidence is further eroded by the potential for
corruption created by illegal drug use. Employees of this department must
always act in a manner that maintains the integrity and reputation of the
department.
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Specifically, it is the policy of this department that:

A.

It is prohibited for any employee to possess illegal controlled
substance(s) on or off duty (except in the performance of his/her
duties);

It is prohibited for any employee to use alcohol or legal drugs in a
manner which might interfere with or affect the employee’s
performance of duties;

. Any employee found in violation of these provisions may be subject to

disciplinary action in accordance with departmental and/or Civil Service
Rules;

. Employees will be subject to testing for alcohol and controlled

substances as established in this policy; and

In accordance with the Drug-Free Workplace Act of 1988, employees
must notify the Chief of Police of any criminal drug statute conviction
occurring in the workplace within five work days after the conviction.

While the MNPD is guided by the United States Department of
Transportation (USDOT) regulations as guidelines for its substance
abuse testing procedures, the USDOT regulations do not control the
specific drugs for which the employee may be tested, and the
employee may be tested for any controlled substances and/or drugs
and their metabolites deemed illegal pursuant to State and Federal
statutes.

. Authority: The policies and procedures set out in this Order shall be

implemented and carried out pursuant to the authority of the Rules and
Policies of the Metropolitan Government Civil Service Commission, the
policies and procedures of the Metropolitan Government Department
of Human Resources, controlling state and federal law and the
authority and responsibilities of the Chief of Police as set out in Section
8.203 of the Metropolitan Charter, as applicable to any or each of the
provisions contained herein.

(Category: Violation of Substance Abuse policy varies by severity
of offense if not otherwise specified within this order.)
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2.10.030 Definitions

For purposes of this policy the following definitions apply:

A.

Accident: An unplanned event that happens with no preparation or
deliberate intent and may result in damage and/or injury.

Alcohol Use: Consumption of any food or beverage, mixture, or
preparation, including any medication containing alcohol.

. Anabolic Steroid: A group of hormones most commonly used to

increase muscle mass, strength and promote tissue growth.

. Authoritative Source: Any employee who is responsible for the

control, conduct or performance of any other employee.

Collection Site: A designated place, approved by the Metropolitan
Nashville Human Resources Division, where employees present
themselves for the purpose of providing a test specimen to be
analyzed for the presence of alcohol and/or drugs.

Collection Site Personnel: A person at a collection site who receives the
urine specimen provided by department personnel and/or conducts
blood/breath alcohol testing. Such personnel shall be considered an
authoritative source. Instructions from an authoritative source, as it pertains
to this order, are defined in current departmental policy governing
deportment.

. Controlled Substances: A drug which has been declared by federal

or state law to be illegal for sale or use, but may be dispensed under a
physician's prescription. A substance subject to the Controlled
Substances Act (1970), which regulates the prescribing and
dispensing, as well as the manufacturing, storage, sale, or distribution
of substances assigned to schedules | through VII. A drug, substance,
or precursor in Schedules | through VII of the Tennessee Code
Annotated.

. Department Substance Abuse Coordinator: A member of the

department who has been appointed by the Chief of Police and serves
as a manager of substance abuse training, substance abuse testing,
and reporting the results of substance abuse testing on behalf of the
department.
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Drug: A drugis:

1. A substance used in the diagnosis, treatment, or prevention of a
disease or as a component of a medication; or

2. Such a substance as recognized or defined by the U.S. Food, Drug,
and Cosmetic Act; or

3. A chemical substance, such as a narcotic or hallucinogen, which
may affect the central nervous system and may cause changes in
behavior and often addiction.

. Drug Test: The compulsory production and submission of specimens
by an employee in accordance with department and Metropolitan
Government procedures, for chemical analysis to detect prohibited
drug or alcohol usage. For the purpose of this order “drug test” can be
used interchangeably with “substance abuse test”.

. lllegal Drug: Any drug for which possession and/or use is prohibited
by law.

. lllegal Drug Use: As used herein, illegal use of drugs shall include the
illicit use, procurement, possession, distribution, or delivery of narcotics or
controlled substances.

. Medical Review Officer (MRO): A licensed physician responsible for
receiving laboratory results generated by an employer’s drug testing
program who has knowledge of substance abuse disorders and has
the appropriate medical training to interpret and evaluate an
individual's confirmed positive test result together with his/her medical
history and any other relevant biomedical information.

. Reasonable Suspicion: Reasonable suspicion is a level or standard
of proof that is less than probable cause but more than a mere hunch
or belief. Reasonable suspicion must be based on specific and
articulable facts and circumstances which, taken together with rational
inferences a trained supervisor may draw in light of his or her
experience, would lead a reasonable and trained supervisor to believe
that certain conduct has been or is being committed. These facts and
circumstances may include, but are not limited to, credible reports from
others, observations, appearance, behavior, action(s), conduct and/or
speech or odors. Reasonable suspicion is ‘articulable suspicion’ or a
suspicion for which reasons can be articulated or explained. For the
purpose of this Order it is a suspicion of illegal drug use, or the
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impermissible use of alcohol, based on reasons that can be articulated
or explained.

. Reasonable Suspicion Testing: An employee is subject to
reasonable suspicion testing when, after review of the specific facts and
circumstances in a particular employee’s case, a trained supervisor
concludes that there exists a reasonable suspicion that an employee
has engaged or is engaging in conduct prohibited under established

policy.

. Safety Sensitive Employee: Employees who are responsible for the
health, safety and welfare of the general public and their fellow
employees. The MNPD further defines those employees to also
include security and related law enforcement positions where an
employee is authorized by the department to carry a firearm, or for the
security of property, evidence or confidential information collected by
law enforcement personnel. This shall also include those who have
access to areas in which property, evidence or confidential information
may be stored. The list of safety sensitive employees, as authorized
by the MNPD substance abuse coordinator, is maintained by the
Safety Office and reviewed annually for consistency by assignment.
The list will be reviewed and approved annually by the executive staff
of the MNPD.

. Substance Abuse: The use of any illegal substance, of a legal
substance in excess of the recommended dosage, of the legal
substance prescribed for another person, or of alcohol to the point of
impairment. This shall also include the use of prescription drugs
outside of their intended use or inconsistent with the purpose and
direction under which they were originally prescribed.

. Trained Supervisor: Any MNPD employee that has been promoted

or appointed to a supervisory position after undergoing all prerequisite
training and testing required for such position. Additionally, such
training shall be designed to teach supervisors how to identify and
document substance abuse among employees, and to familiarize them
with the controlled substances testing program, provisions of this

policy, and related laws. Such training shall be provided no less
frequently than required by Civil Service Policy, Section 6.1.

Said agreement shall be retained by the Strategic Development Division
in conjunction with this policy.
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2.10.040 Departmental Procedures and Rules

A. Prohibited Activity

The following rules shall apply to all applicants, probationary
employees, civilian employees, and sworn employees, while on and off
duty:

1.

The illegal use of drugs is a crime which shall not be tolerated
among employees of the department. The recreational or
experimental use of any illegal drug or controlled substance by an
employee is prohibited. No employee shall be on duty while under
the influence of intoxicants or drugs. An employee shall report for
duty and remain free from the influence and odor of intoxicants
and/or drugs while on duty. (Category AA)

The consumption or purchasing of alcoholic beverages while on
duty and/or while in uniform and/or while otherwise identified as a
Metropolitan Nashville Police Officer, is prohibited.

a. The consumption of alcoholic beverages while on duty, in any
amount, is prohibited. (Category B-AA)

b. The purchase of alcoholic beverages while in uniform is
prohibited, whether on duty or off duty. (Category D-C)

c. The purchase of alcoholic beverages while on duty is
prohibited. (Category D-C)

d. The purchase of alcoholic beverages while wearing or
displaying, in any manner, any item or article identifying the
purchaser as a law enforcement officer or a member of the
Metropolitan Nashville Police Department is prohibited.
(Category D-C)

No employee shall illegally possess or illegally ingest any controlled
substance. (Category AA)

Employees shall not ingest any controlled or other dangerous
substance, unless prescribed specifically for that employee by a
licensed medical practitioner and only in accordance with the
directions of the prescribing practitioner for the condition or/injury
for which it was originally prescribed. (Category B-AA)

The non-medical use and associated abuse of prescription
medications and performance enhancing drugs, as well as the use,
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possession, and/or distribution of illegal drugs is unacceptable and
prohibited by this policy as is the use of masking agents or diuretics
taken to conceal or obscure the use of prohibited drugs.

(Category B-AA)

a. Employees may receive a prescription drug, acquire an over-
the-counter drug, dietary aid, or mood/performance enhancing
substance which carries warnings that must be considered.
Members should discuss these warnings with their physician
along with their job tasks and duties to ensure that their
performance is not affected nor the safety of the employee or
others. (Category B-AA)

b. Performance enhancing substances may also have significant
warning label concerns that employees should understand.
Performance enhancing drugs are any substances taken to
increase a particular skill-set. These substances may not only
be steroids, but include many items available over the counter
and even in health food type stores. (Category A-AA)

. No employee shall report for duty after they have ingested any
alcohol or medication which would impair the employee’s ability to
perform his/her duties. (Category: Violation varies by severity of
offense)

. Any employee who intentionally ingests, or is made to ingest a
controlled substance or illegal drug shall immediately report the
incident to their supervisor so that appropriate medical steps may
be taken to ensure the employee’s health and safety and
compliance with this policy. (Category A)

. Any employee having a reasonable basis to believe that another
employee is illegally using, or is in possession (except in the
performance of his/her duties) of any illegal drug or controlled
substance shall immediately report the facts and circumstances to
a department supervisor in his/her chain of command. The
supervisor shall then compile all available facts and report these
facts to his/her chain of command and to the department
Substance Abuse Program Administrator.

A decision will then be made as to whether enough evidence exists
to have the employee tested for substance abuse as provided in
Article 2.10.070.

(Violation of this provision may be charged up to and including the
category of the underlying offense not reported.)
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B. Mandatory Participation in the Program

1.

In order to provide for the protection of the department and the well-
being of the employees, the department shall have the right and
authority to require employees to submit to substance abuse
testing.

. Participation in the substance abuse program is mandatory.

Employees will be required to keep their scheduled appointment
and participate in the screening program before being excused
from their tour of duty.

No action which interferes with the integrity of the process will be
tolerated. Any employee found guilty of disobeying any instruction
related to this procedure, or in any way providing a false or
adulterated sample will be subject to disciplinary action which may
result in dismissal. Refusal to submit to or avoidance of drug
screening by employees will result in immediate suspension and
implementation of dismissal procedures. (Category A )

2.10.050 Persons Tested

Safety Sensitive Employees are subject to all testing set forth in Articles
2.10.060 and 2.10.070 below. In addition, Safety Sensitive Employees
may also be required to submit to testing as a condition of continued
employment in each of the following circumstances:

A.

An employee is scheduled to submit to a department-ordered
psychological evaluation, or physical examination;

Upon application to specialized units within the department, or when
subject to promotion (when notice has been given that a substance
abuse examination is required); or

An employee is returning to the department after an absence of thirty
(30) days or more:

1.

From a leave of absence or suspension; and/or

2. Pursuant to an order by the Chief of Police; and/or

3. To be re-employed or re-hired.
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2.10.060 Required Test

A. The following personnel are subject to testing for alcohol, illegal drugs
and controlled substances.

1.

Pre-Employment - All applicants for safety sensitive positions shall
be required to submit to drug testing prior to employment. Persons
refusing such test will not be permitted to continue the hiring
process. Tests will be conducted after a provisional offer of
employment has been made.

. Provisional Employees - Provisional safety sensitive employees are

required to submit to a drug test before performing a health and
safety function for the first time.

. Probationary Employees - All safety sensitive probationary

employees shall be required, as a condition of employment, to
participate in any mandatory drug test that may be required (e.g.
random, reasonable suspicion, post-incident, post-accident) during
the probationary period.

. Work/Promotional Test - Following the provisional and probationary

periods, employees may be required to submit to testing in each of
the following circumstances:

a. Upon application to specialized units within the department
(when notice has been given that a substance abuse test is
required); or

b. When subject to promotion (when notice has been given that a
substance abuse test is required).

B. Test for alcohol, illegal drugs and controlled substances are required
for the circumstances listed below:

1. Post-Traffic Crash Testing

a. Alcohol and controlled substances tests may be conducted after
traffic related vehicle crashes involving employees when:

(1) An employee is involved in a property damage traffic crash,
and whose performance could have contributed to the crash;
or

(2) An employee is involved in a personal injury vehicle crash,
regardless of the fault determination.
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b. The ranking on-scene supervisor, with supervisory responsibility
of the involved employee, shall be responsible for ensuring
alcohol/controlled substance testing is conducted in accordance
with the following guidelines;

c. Alcohol tests should be completed within two (2) hours of the
crash, and, in no event, after eight (8) hours, and controlled
substances test shall be administered within thirty-two (32)
hours of the crash. When possible, employees will be tested
before the end of their tour of duty.

2. Post-Accident Testing

a. An employee may be required to submit to alcohol and/or
controlled substance testing anytime the employee is involved in
an accident that results in minor property damage. The ranking
on-scene supervisor shall make the determination as to whether
the circumstances of the event warrant testing.

b. An employee may be required to submit to alcohol and/or
controlled substance testing anytime the employee is involved in
an accident that results in, or may have the potential to result in,
injury or significant damage to property. The ranking on- scene
supervisor shall determine if property damage is significant.

c. The ranking on-scene supervisor, with supervisory responsibility
of the involved employee, shall be responsible for ensuring
alcohol/controlled substance testing is conducted in accordance
with the following guidelines:

d. Alcohol tests should be completed within two (2) hours of the
accident, and, in no event, after eight (8) hours, and controlled
substances test shall be administered within thirty-two (32)
hours of the accident. When possible, employees will be tested
before the end of their tour of duty.

3. Use of Force Testing

a. An employee may be ordered to test any time he/she uses
force, other than the use of firearms, that is reasonably
calculated to produce death or serious bodily injury, or anytime
the use of force at any level results in death or serious bodily
injury. Serious bodily injury is any injury that creates a
substantial risk of death, causes serious permanent
disfigurement, or results in long-term loss or impairment of any
bodily member or organ.
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b. Itis the responsibility of the ranking on-scene supervisor to
make the determination as to whether the use of force requires
a test and document why the use of force is classified as such.

4. Firearm Discharge Testing

An employee shall be ordered to test any time he/she discharges a
firearm with the following exceptions:

a. Authorized firearms training or for legal recreational purposes;
or

b. Destroying seriously injured, suffering, or dangerous animals
when no other disposition is practical by following current
departmental guidelines on the use of force.

5. Reasonable Suspicion Testing

The MNPD provisions for applying Civil Service Policy Section 6.1
are as follows:

a. The appropriate supervisory personnel shall complete an MNPD
Form 013 to include written documentation of the facts and
observations supporting a reasonable suspicion test.

b. The supervisor will notify, review, and discuss the facts of
reasonable suspicion with his/her chain of command. In making
a determination to test, the supervisor/chain of command may
seek advice and input from the Substance Abuse Coordinator at
any stage during the process. In the event any member of the
chain of command is not immediately available, the supervisor
will notify the next higher ranking person within the chain of
command of the request for a test. The supervisor will then
review their observations with the Chief of Police, or his/her
designee.

(1) If the Chief of Police, or his/her designee, agrees, he/she will
order the employee to submit to a controlled substance
and/or alcohol test.

(2) Any employee who has been directed to submit to testing
described in this order, shall not be allowed to report to duty
without the prior approval of appropriate supervisory
personnel.
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c. An employee who is ordered to test based on reasonable
suspicion shall be removed from any duties in which he/she
might pose a possible safety risk until the test results confirm
that he/she is medically fit to perform such duties.

6. Random Testing

Tests are ordered on a random, unannounced basis from the
department pool of safety sensitive employees. At least twenty-five
percent (25%) of employees in the pool will be tested annually, with
selections done on a department-wide basis. Random selection is
coordinated through the Department of Human Resources and
done with a statistically valid method, such as a computer-based
listing of employees by social security or employee number. An
employee remains in the pool after being tested so that every
employee shall have an equal chance of being tested each time
selections are made. Any employee notified by his/her supervisor
to report for a controlled substance and/or alcohol test must go
immediately to the collection site.

7. Return to Duty and Follow-up Testing

a. Return to Duty - Any employee who tests positive under this
policy must test again before returning to work. This test must
be negative for alcohol and controlled substances.

b. Follow-up - Following a determination that an employee is in
need of assistance in resolving a problem associated with the
use of alcohol or controlled substances, the employee is subject
to unannounced testing. There must be at least six (6) tests
within the first twelve (12) months after an employee returns to
work.

c. The length of time an employee is subject to follow-up testing
and the number of tests required beyond the minimum six test
required is determined by the Substance Abuse Professional or
Counseling Services Division counselor and shall not exceed
sixty months.

2.10.070 Testing Procedure
A. Alcohol
Administrative testing for the use of alcohol will be done using

evidential breath testing devices approved by the federal government.
A screening test will be conducted first and anything less than 0.04 is
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considered a negative test. If the alcohol concentration is 0.04 or
greater, a second confirmation test must be conducted. The
department reserves the right to order a blood test as additional
confirmation in extraordinary situations.

B. Controlled Substances

1. The current listing of tested controlled substances and steroid
profiles including testing thresholds are outlined in Article 2.10.190
of this policy. This listing is subject to change and includes
substances not specifically named that have similar chemical
structure or similar biological effects.

2. Testing may be requested for other controlled substances.
Samples will be given at a collection site designated or approved
by the department, or may be done on-site according to
established procedures. Analysis shall be conducted by a
laboratory certified by the U. S. Department of Health and Human
Services.

3. If a screening test is positive for a controlled substance, a
confirmation test is performed using the gas chromatography/mass
spectrometry analysis. Levels constituting a positive test for
marijuana, cocaine, amphetamines, opiates and PCP are
established by the U. S. Department of Health and Human
Services. Minimum threshold levels for steroid testing are
established by the drug testing laboratory.

4. As testing and/or analysis procedures are refined, members are
reminded that performance enhancing supplements and similar
substances may contain prohibited substances that could result in a
positive test under our departmental policy and improved testing
methods. Members are advised to discuss ALL such substances
with their physician or appropriate medical personnel prior to
ingesting such substances.

C. Testing Procedures

1. An employee or applicant will be given a written order to report to a
collection site for testing. He/she will then report to the collection
site immediately, or as directed, with positive photo identification.
He/she will complete the chain of custody form and follow
procedures established for the collection site. A breath alcohol test
may be conducted at the site and when ordered, the employee will
give a urine sample for controlled substances. The urine sample
will be split in case of the possibility of retest.
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2. In providing a testing sample, the adequacy of the sample shall be
determined by the testing facility. Only test results from a
Metropolitan Nashville Human Resources approved laboratory will
be acceptable.

3. All test and laboratory procedures, including the chain of custody
procedures, are those established by the U.S. Department of
Health and Human Services and are available for review in the
Metropolitan Department of Personnel and in the Human
Resources Division of the police department.

D. Attempt to Falsify or Alter Drug Test

1. The use of any masking agent, substance, or technique which is
designed to avoid detection of a prohibited drug and/or compromise
the integrity of a drug test is prohibited. This includes, but is not
limited to, providing false samples (for example, urine substitution),
contaminating the sample with chemicals or chemical products, the
use of diuretics for the purpose of diluting urine samples, the use of
masking agents (such as probenecid and related compounds),
and/or the use of epitestosterone either systematically or directly to
artificially alter the testosterone/epitestosterone ratio.

2. The use of any such agent or technique shall be treated as, and
constitute, a positive test for purposes of disciplinary action in
instances pertaining to this policy.

2.10.080 Notification of Results and Role of the Medical Review Officer
(MRO)

A. All controlled substance tests are reviewed and interpreted by a
physician designated as the Medical Review Officer before they are
reported to the employer. If the laboratory reports a confirmed positive
result to the Medical Review Officer, the Medical Review Officer
contacts the employee or applicant to determine if there is an
alternative medical explanation for the substances found in the urine
specimen.

B. The department administrator will notify the employee of test results,
and if positive, will inform the employee to contact the Medical Review
Officer if the Medical Review Officer has been unable to contact the
employee.

C. If the employee provides appropriate medical documentation and the

Medical Review Officer verifies that there is a legitimate medical
explanation for the substance in question, the test result is reported as
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a negative to the employer. However, the employee may not be
medically qualified to perform normal functions. In such instances, the
Medical Review Officer shall advise the department in the form of a
Safety Concern Notification.

D. An employee who is the subject of a Safety Concern Notification may be
required to:

1. Submit to a fit for duty exam administered by the Metropolitan Civil
Service Medical Examiner.

2. Be assigned to an alternate duty assignment, as appropriate, until
the employee has been released for full duty by the Metropolitan
Civil Service Medical Examiner.

3. Submit to additional controlled substance testing.
2.10.090 Refusal to Test or Failure to Provide an Adequate Testing Sample

A. Any refusal to submit to a test or failure to provide an adequate testing
sample (without medical justification) shall be considered a positive
test. Willful refusal to test, or an attempt to tamper with the test, is in
violation of this policy and will subject an employee to disciplinary
action. Refusal to submit shall include, but is not limited to, failure to
provide an adequate breath or urine sample for testing unless medical
reasons for such failure are substantiated by the medical review
process conducted by the Medical Review Officer.

B. The following procedures were adopted from USDOT 40.193 (Violation
of this provision shall be a category AA)

1. If the employee is unable to provide an adequate urine sample the
employee will be urged to drink up to forty (40) ounces of fluid,
distributed reasonably through a period of up to three hours, or until
the individual has provided a sufficient urine specimen, whichever
occurs first. The collector will inform the employee of the time at
which the three-hour period begins and ends.

2. The Collection Site Personnel shall determine if a sufficient breath
or urine specimen has been supplied and that the sample has been
supplied within the appropriate time limit. Such procedures and
time limits shall be in accordance with the collection site’s standard
operating procedures.

3. Any employee who fails to provide an adequate testing sample
shall notify the MNPD Safety Coordinator, via the guidelines within
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the established policy on call out procedures, to receive instruction
as to what procedures need to be followed.

4. The MNPD Safety Coordinator shall then make contact with the
employee’s immediate supervisor. At this time, the test will be
viewed as a positive result until such time as the department is
notified by a physician stating medical reasons that a sufficient
sample could not be provided.

5. The Metro Human Resources Substance Abuse Coordinator will
then direct the employee to obtain, within five (5) calendar days, an
evaluation from a licensed physician, approved by the Metropolitan
Nashville Human Resources Substance Abuse Coordinator, who
has expertise in the medical issues raised by the employee's failure
to provide a sufficient specimen. (Violation of this provision shall be
a category AA)

6. The physician’s examination will be forwarded to the Medical
Review Officer (MRO) who will determine if there is a medical
justification for failure to deliver a sufficient specimen. If there is no
medical justification the MRO will report back to the Substance
Abuse Coordinator that it is a positive test.

7. Ifitis reported by the MRO that there is a medical justification for
failure to deliver a sufficient specimen, the employee shall seek the
appropriate medical treatment, at the employee’s expense, and
then shall be re-tested immediately after the medical condition is
resolved.

8. Failure to seek appropriate medical treatment shall constitute prima
facie evidence of failure to provide an adequate testing sample or
refusal to test. (Violation of this provision shall be a category AA)

2.10.100 Positive Test Results

A. An employee who tests positive for controlled substances or alcohol,
refuses to submit to such tests, attempts to tamper with the test or is
unable to provide an adequate breath or urine sample for testing is in
violation of this policy, and shall be removed from performing normal
duties pending further action and/or decommissioned consistent with
established policy. (Category AA)

B. Whether prescription medication, over the counter medication,
performance enhancing substances, or other substances, each
employee is responsible for what he/she voluntarily ingests. Each
employee is responsible for ensuring that the medication or other
substances ingested do not impair his/her ability to perform their duties
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and are not prohibited by law or policy. A positive test is a positive
test, no matter the source of the substance that produces the
positive test.

1.

Removal from Register of List

Employees and applicants who have a confirmed positive pre-
appointment test result for controlled substances or alcohol or
refuse to test will be denied appointment and removed from the
register or list. Employees will also be removed from any regular or
regular rotating higher classification assignment involving a Safety
Sensitive position for a minimum period of ninety (90) calendar
days after presenting a negative return to work test.

Rehabilitation

a.

Employees who have a confirmed positive on any test for
controlled substances or alcohol, including pre-appointment
tests, shall be subject to further action which may include
rehabilitation.

The Chief of Police may take into account factors such as the
circumstances which led to testing, the employee’s work history,
length of employment, job performance, and past corrective or
disciplinary action in deciding whether rehabilitation will be
attempted.

Employees may be afforded an opportunity to avail themselves
of a department-approved supervised drug and/or alcohol
rehabilitation and treatment program. Rehabilitation program
participation will be allowed only for the misuse of prescription
drugs or the abuse of alcohol. THERE WILL BE NO
ALLOWANCE FOR THE USE OF ILLEGAL DRUGS; those
persons will not be afforded an opportunity to participate in a
department-approved, supervised drug and/or alcohol
rehabilitation and treatment program.

Those employees participating in a rehabilitation program will be
subject to the rules set forth in Article 2.10.120, Return to Work
and Follow-Up. Participants shall be subject to unannounced
periodic testing for a period of up to five (5) years.

Requests for participation in an alcohol/substance abuse
rehabilitation program are confidential. Requests should be
hand-delivered to the Office of the Chief of Police and are not to
be copied or maintained in the employee’s personnel file.
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f.  Only persons required to act under provisions of this policy shall
have access to such requests while in the performance of those
duties. Personnel shall not reveal the submission of any such
request to any person except as required by this policy.
Improper disclosure of such information may result in
disciplinary action.

3. Disciplinary Action

Disciplinary action based on a violation of the department’s
substance abuse policy is not automatically suspended by an
employee’s participation in a rehabilitation program. Disciplinary
action may be imposed upon the employee if the Chief of Police
finds such action warranted.

2.10.110 Re-Test Provision
A. Re-Tests

1. Breath alcohol tests are conducted and confirmed while the
employee or applicant is present, eliminating the need for a re-test.
For controlled substances, an employee or applicant who has
confirmed positive test results may request that the split sample be
tested at a separate laboratory with federal certification. Such
requests must be made within seventy-two (72) hours of learning of
the confirmed positive test. Any action required by this policy as
the result of a positive test is not stayed pending the result of a test
on the split sample.

2. Ifitis reported by the MRO that there is a medical justification for
failure to deliver a sufficient specimen, the employee will seek the
appropriate medical treatment, at the employee’s expense, and
then shall be re-tested as soon as medically appropriate.

B. Split Sample Re-Test
The department will pay for the split sample re-test with the provision that
the employee will reimburse the department if the re-test confirms the
original positive test.
2.10.120 Return to Work and Follow-up
A. Employees with a confirmed positive test for controlled substances or

alcohol will be referred to the Human Resources Division for
evaluation. No employee shall be allowed to return to normal duties
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until he/she submits to a return to work test with confirmed negative
results, and he/she is recommended by the Human Resources
Division administrator to return.

B. Any employee with a confirmed positive test shall be required to sign a
Return to Work Agreement prior to his/her return to work. For follow-
up alcohol tests, any level will constitute a positive. Any employee who
fails to comply with a Return to Work Agreement will be subject to
disciplinary action. NO EMPLOYEE TESTING POSITIVE FOR
ILLEGAL DRUGS WILL BE ALLOWED TO RETURN TO WORK.

Operating Metro Government Equipment

A. No employee shall be allowed to operate a departmental vehicle
following a positive test for a minimum period of ninety (90) calendar
days after presenting a negative return-to-work test.

B. The same requirement shall apply to an employee whose license is
suspended due to a driving under the influence conviction, even if the
employee is granted a restricted license. A Return-to-Work Agreement
is also required in such cases.

Confidentiality

A. Any information collected in the process of obtaining a substance
abuse test, including but not limited to medical information, the results
of any substance abuse test, and any reports compiled as a result of
enrollment and/or attendance in a treatment of assistance program
shall be treated as confidential.

B. Substance abuse testing results will be made available only to
laboratory personnel involved in testing, the Medical Review Officer,
the program administration personnel, departmental personnel
assigned to inform employees of test results, departmental personnel
directly involved in processing administrative or disciplinary actions
arising from such test on a need to know basis. Any employee who
breaches the confidentially of any information collected in the process
of obtaining a substance abuse test may be subject to discipline.

C. Substance abuse test results shall be made available to the affected
employee or to a party designated by the affected employee only upon
completion by the affected employee of a voluntarily signed consent
form.

D. Any information collected in the process of obtaining a substance
abuse test, including but not limited to medical information, the results
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of any substance abuse test, and any reports compiled as a result of
enrollment and/or attendance of any treatment or assistance program
shall not be provided to subsequent or potential employers or be used
in any criminal proceeding or in any manner except as provided by law.

E. Substance abuse test results shall be available to departmental
personnel assigned to conduct statistical analysis for the substance
abuse program. No individual substance abuse results shall be
released for publication.

F. All information designated confidential herein shall be maintained,
stored, and disposed in accordance with applicable laws or for an
indefinite period. All such information shall be maintained in the
employee’s medical file and away from any personnel file and other
records regarding the employee that are open for inspection.

G. Substance abuse testing results shall be admissible in all disciplinary
and administrative proceedings.

2.10.150 Training

A. Informational Program - A program will be presented for all employees
covered by this policy to help them understand the department policy
on substance abuse. This will include training on the provisions of the
policy, information about controlled substances and alcohol use, and
treatment resources which are available. The policy will be made
known to all new employees and the information will be incorporated in
new employee orientation.

B. Supervisors - Training will be designed to teach supervisors how to
identify and document substance abuse among employees and to
familiarize them with the controlled substance testing program,
provisions of this policy, and related laws. Such training shall be provided
no less frequently than required by Civil Service Policy,Section 6.1.

Said agreement shall be retained by the Strategic Development Division
in conjunction with this policy.

C. Substance Abuse Coordinator - The coordinator for this program
serves as the liaison with the company who manages testing and
reporting.

2.10.160 Due Process Requirements

A. Any employee of the department having a positive test returned will be
notified by the Chief of Police or his/her designee, and will be offered
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an opportunity to explain and contest the results through a hearing
before the Chief of Police.

B. The member testing positive will be immediately suspended with pay
pending a hearing for suspension following current departmental
guidelines and procedures on deportment and discipline.

C. In appropriate cases as set forth in this policy, a petition for dismissal
from the Metropolitan Police Department may be presented.

Conflict With Other Laws or Court Action

If any provision of this policy, or the application thereof, to any person or
circumstance is held to be invalid, the invalidation shall not affect any
other provisions or the application of this program and to this end the
provisions of the program are declared to be severable.

Revisions

This policy may be revised to reflect changes in state and federal laws, or
for minor housekeeping, without further approval and re-issuance of the
full policy. No substantive changes under local authority shall be made
without further approval.
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Current MNPD Drug Testing Thresholds**

Drug Name

Opiates
Codeine
Morphine
Hydrocodone
Hydromorphone
Oxycodone
Oxymorphone

Benzodiazepines
Diazepam
Oxazepam
Temazepam
Lorazepam
Alprazolam
Clonazepam
Flurazepam

Barbiturates
Amobarbital
Butalbital
Pentobarbital
Phenobarbital
Secobarbital

Amphetamine
Amphetamine
Methamphetamine

MDA

MDEA

MDMA

Phentermine
ParaMethoxyamphetamine

Carboxy-THC
Methadone
PCP
Propoxyphene
Cocaine

MAM

Routine Screen

300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL

300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL

300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL

500 ng/mL
500 ng/mL
500 ng/mL
500 ng/mL
500 ng/mL
500 ng/mL
500 ng/mL
50 ng/mL
300 ng/mL
25 ng/mL
300 ng/mL
150 ng/mL

10ng/mL
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Routine Confirm

300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL

200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL

200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL
200 ng/mL

250 ng/mL
250 ng/mL
250 ng/mL
250 ng/mL
250 ng/mL
250 ng/mL
250 ng/mL
15 ng/mL
200 ng/mL
25 ng/mL
200 ng/mL
100 ng/mL

10ng/mL
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Current MNPD Anabolic Steroid Testing Profile**

Androstendiol

Androstendione

Bolasterone

Boldenone

4-Chlorotestosterone

Clostebol
Dihydroepiandrosterone (DHEA)
Epitestosterone
Fluoxymesterone

Furazabol

Mesterolone

Methandienone (Dianabol)
Methandriol

Methenolone (Primonabol)
Methyltestosterone

Nandrolone (19-Nortestosterone)*
Norandrostenediol
Norandrostenedione
Norethandrolone

Oxandrolone (Anavar)
Oxymesterone (Theranabol)
Oxymetholone (Anadrol)

Stanozolol

Testosterone
Testosterone/Epitestosterone Ratio*
Probenecid (Blocking/Masking Agent)
Clenbuterol (Anti-Catabolic Agent)

*Threshold limits for the steroids are 10 ng/mL for the screening and
1 ng/mL for the confirmation. The exceptions are nandrolone which
has a 10 ng/mL screen and confirm. The current T/E ratio is 6:1.*

** This listing is subject to change and includes substances not
specifically named that have a similar chemical structure or similar
biological effects.**
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Safety Coordinator’s Duties and Work-Related Injuries, llinesses, and
Accidents

Reference: Metropolitan Government Safety and Loss Prevention
Program

Purpose
The purpose of this policy is to:

A. Define duties of the department safety coordinator.

B. Provide uniform policy for administrative processing of in-line-of-duty
injuries and exposure to infectious diseases.

C. Provide uniform policy for administrative processing of departmental
vehicle crashes.

D. Define procedures for a Traffic Crash Review Committee, set
guidelines for referral to such committee, and define the authority of
the committee.

E. Provide a reference for employees to quickly locate
procedures/guidelines when reporting employee injuries, accidents,
and vehicle damage.

F. Provide a reference for the requirement of mandatory annual
physicals.

Policy

The department will comply with all applicable federal, state, and local

laws and ordinances; in doing so, the department will comply with

statutory and administrative rules and regulations pertaining to
occupational injury, illness, accident, or vehicular crashes. The primary
means of compliance shall be through the Safety Coordinator. The Safety
Coordinator shall work closely with the Metropolitan Department of
Law/Insurance and Safety and Inspections to facilitate compliance with said
laws and regulations.

Definitions

A. Department vehicle: Includes marked vehicles, semi-marked
vehicles, unmarked vehicles, and special-purpose vehicles. Special-
purpose vehicles include, but are not limited to SWAT vehicles, bomb
disposal vehicles, mobile communications vehicles, all terrain vehicles,
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boats, aircraft, prisoner transport vehicles, motorcycles, bicycles, and
utility vehicles.

Traffic crash reconstructionist: An employee certified as a
reconstructionist by any of several training organizations that are
recognized by the department. This employee may hold any rank or
assignment within the department, but employees so certified should
not participate in a Traffic Crash Review Committee meeting involving
a traffic crash they investigated.

Duties of the Safety Coordinator

The safety coordinator is responsible for:

A.

Accurate and timely processing of all forms and other documents
relating to:

1. Occupational injury or death;

2. Occupational iliness;

3. Departmental vehicle crashes; and/or

4. Safety inspections of facilities or working environments.

Monitoring all employees injured in-line-of-duty with respect to benefits,
per existing Civil Service Rules.

Review of all departmental accidents and vehicle crashes, and referral
of vehicle damage paperwork to the Traffic Crash Review Committee.

. The MNPD Safety Office:

1. Retains all medical records regarding 10D claims;

2. Retains all paperwork related to crashes involving police personnel;

3. Provides various (daily, weekly, monthly, annual) reports on all
injuries and crashes related to police personnel as deemed
necessary.

Procedures to Follow for Processing In Line of Duty Injuries and
Contagious Disease Exposure

A.

In-Line-of-Duty Injury/lliness

Metro’s Injured on Duty (I0OD) program provides quality medical
treatment — at no cost — to Metro employees who are injured on the
job. Metro's 10D program is a self-insured program administered by
Alternative Service Concepts (ASC) and is not workers' compensation
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and therefore is not subject to workers' compensation regulatory
requirements.

ASC’s role is to manage the 10D injury claim process, assist
employees in coordinating their medical care while ensuring their
successful return to work. Full and rapid recovery is the goal for any
Metro employee who is injured on the job. No payment shall be made
when personal injuries were due to the employee's willful misconduct,
intentional self-inflicted injury, intoxication, or willful failure/refusal to
use a safety appliance or perform a duty required by law. No payment
shall be made in the case of death due to sickness or disease.
Employees may seek treatment at the nearest emergency medical
facility for urgent and life-threatening conditions. As of January 1,
2015, in order for the Metro Government to bear the expense of the
treatment of an occupational injury, all non-emergency treatment shall
be furnished to injured employees at the Metro 10D Clinic. The clinic is
located at 337 21st Ave. North, Nashville, TN. 37203. The clinic's
telephone number is 615-880-2400. The network of providers for the
IOD program is provided through Metro's IOD Program Administrator,
ASC.

All existing IOD cases prior to January 1, 2015 shall be allowed to
continue treatment with their current approved physician. If that
physician is an IOD Network Provider, the physician's office have been
notified of ASC's involvement and subsequent treatment and billing will
be handled accordingly. If that physician is not an |IOD Network
Provider, he/she may still send the medical bills to ASC where fee
schedule reductions will be applied. There will be no out-of-pocket
expense reimbursement. Such employees have been advised that they
can continue treatment with their physician.

When seeking medical treatment for an in-line of-duty injury, an
employee must follow the rules adopted by the Metropolitan Employee
Benefit Board:

1. Report your injury to your supervisor immediately. If your injury is
urgent or life-threatening, please seek treatment immediately from
the nearest hospital.

2. Your supervisor will complete the necessary injury forms and
submit them to Alternative Services Concepts (ASC). You may
need to sign these forms. Please coordinate with your supervisor
accordingly.
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As of January 1, 2015, in order for the Metro Government to bear
the expense of the treatment of an occupational injury, all non-
emergency treatment shall be furnished to injured employees at the
Metro IOD Clinic. If you require specialist care, you will be offered
choices from the 10D Specialty Network by an ASC representative
on-site at the Metro IOD Clinic.

Report back to your supervisor and/or case adjuster following your
visit to the physician with all required paperwork (Form 201).

If, after a follow-up investigation, the injury is determined to have
not occurred in the line-of-duty, medical services may be billed to
the employee.

NOTE: Normally if the supervisor approves the injury initially to
be covered as |OD, it is covered for the initial visit. No
additional medical payment will be made. If the injury is
an attempt to falsely claim an IOD, the employee could
be liable for reimbursement, and subject to discipline
and/or corrective action.

6. All medical treatment provided as emergency outpatient

treatment is to be documented and reported by the employee,
and the following shall be forwarded to the Safety Coordinator.

a. A completed Metropolitan Government Form 101, Record of
Occupational Injury/lliness and all medical reports detailing the
date, nature of injury, and treatment rendered;

b. All bills received associated with the services; and

c. A completed Metropolitan Government Form 201, Injury on
Duty (I0OD) Report. The initial treatment date and every follow
up treatment, with the treating physician, in relation to the
injury.

NOTE: If an employee has any questions concerning benefits or

coverage, the employee should contact the Safety
Coordinator before the employee obtains treatment.

B. Procedures

1.

2.

Immediate notice of occupational iliness or injury is given to
employee’s immediate supervisor by involved employee.

The supervisor will investigate the event to gather departmental
and medical records which are relevant to the occurrence, and
send them with the original Metropolitan Government Form 101,
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Record of Occupational Injury/lliness, to the Safety Coordinator,
within 24 hours of the injury/iliness.

. The supervisor will review the information and determine if the
incident is a qualifying event per Civil Service Rules.

. The immediate supervisor will complete the Metropolitan
Government Form101, Record of Occupational Injury/lliness.

a. All boxes on the report must be completed. Boxes that are not
applicable shall be filled with “N/A”.

b. Employee numbers shall accompany all signatures.

c. Home addresses and phone numbers are required for all
injured employees.

d. The supervisor’s opinion as to the validity of an injury on duty
claim is vital. As a first line evaluator, this assessment offers
the Safety Coordinator an on-the-scene viewpoint. When the
supervisor furnishes accurate and thorough information, the
process of determining injury on duty status is simplified.

. If assigned to a precinct, a PACL checklist must accompany the
Metropolitan Government Form 101, Record of Occupational
Injury/lliness, to document the validity of the injury on duty claim, and
must be included along with the basis for this determination.

. Any additional information that will assist the chain of command
with having a complete description of the incident shall also be
included.

. The supervisor will forward the original Metropolitan Government
Form 101, Record of Occupational Injury/lliness, along with all
copies of applicable documentation (e.g. 201 forms, private
doctor or hospital records, etc.) via departmental mail to the
Safety Coordinator within 24 hours of the injury/illness.

NOTE: Metropolitan Government Form 101, Record of
occupational Injury/lliness, must be faxed by the supervisor to
the third party administrator contracted to manage the 10D
Program immediately upon completion and before forwarding
to the Safety Coordinator. The fax numbers are located in
the upper right hand corner of the form.

. The Safety Coordinator, in conjunction with his/her chain of
command shall make a determination whether the injury/iliness is
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to be considered in-line-of-duty. This determination is subject to
review by the Chief of Police.

The employee is not to be carried in the time accounting
application as injured-on-duty until the determination has been
made that the injury is an IOD injury.

10.Any employee injured in-line-of-duty shall report the injury

11

immediately. Failure to report the condition within ten working
days will relinquish any right the employee has to benefits
relative to the in-line-of-duty injury.

.An employee that has lost time due to an approved job related

injury or illness will be marked injured-on-duty for the duration of
the injury or illness, but not to exceed the maximum time allowed
by Civil Service Rules.

C. Contagious Disease Exposure

Any employee who feels that he/she has possibly been exposed to a
contagious disease shall complete MNPD Form 155, Contact with
Contagious Disease Report, along with Metropolitan Government Form
101, Record of Occupational Injury/lliness, and forward both these
reports to the PACL (if assigned to a precinct) who will then

forward them on to the Safety Office. If the employee is not assigned to
a precinct, forward both of the reports directly to the Safety

Office. The original Metropolitan Government Form 101 shall be
submitted within 24 hours of the injury/iliness to the Safety Office. (See
Section 2.50 of this manual for detailed information on exposures.)

2.20.060 Procedures to Follow for Police Vehicle Traffic Crashes

After performing any law enforcement or first aid duties that may be
necessary, the following steps shall be followed when administratively
processing the accident.

A. The Employee Involved Will:

1.
2.

Notify their supervisor immediately upon damaging any property;

Complete MNPD Form 253, Officers Daily Activity Report and turn
into supervisor if applicable; and

Begin a new MNPD Form 253, Officers Daily Activity Report if the
vehicle is drivable, if applicable.
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B. The Immediate Supervisor Shall:

1. Complete the on-line Metropolitan Government Form 105, Vehicle
Report and submit the original Metropolitan Government Form 105
within 24 hours of the crash to the Safety Office;

2. Complete Metropolitan Government Form 101, Record of
Occupational Injury/lliness, if applicable, and submit the original
Metropolitan Government Form 101 within 24 hours of the
injury/iliness to the Safety Office;

3. Determine if the employee is, or is not, at fault in the crash;

4. Obtain a copy of the completed traffic crash report from the
employee investigating the crash,;

5. Obtain copies of admission and/or release documents from any
medical facility, if applicable, and submit them within 24 hours of
the injuryl/iliness to the Safety Office; and

6. Provide the employee’s driving history.
C. Distribution of Documents

The supervisor shall make copies of all documents for distribution. It is
mandatory that packages of documents be distributed as follows.

1. Package #1 - to the precinct/division commander (via chain of
command).
This package will include:

A copy of the traffic crash report;

A copy of Metropolitan Government Form 105, Vehicle Report;
A copy of MNPD Form 253, Officer’s Daily Activity Report;

A copy of the employee’s driving history; and

An original cover sheet.

P20 TO

2. Package #2 - to the Safety Unit.
This package will include:

a. A copy of the traffic crash report;

b. The original Metropolitan Government Form 105, Vehicle
Report must be submitted within 24 hours of the crash to the
Safety Office, and a copy of the Metropolitan Government Form
105 will be submitted with the package;
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c. The original Metropolitan Government Form 101, Record of
Occupational Injury/lliness, if applicable, must be submitted
within 24 hours of the injury/illness to the Safety Office.

d. A copy of MNPD Form 253C, Officer’s Daily Activity Report;

e. A copy of medical facility documentation (original if available)
shall be submitted immediately to the Safety Office; and

f. A copy of the employee’s driving history.

g. A copy of the Community Services Bureau cover sheet.

3. Package #3 - to Fleet Management
This package will include:

a. A copy of the traffic crash report;

b. A copy of the Metropolitan Government Form 105, Vehicle
Report;

c. A copy of the MNPD Form 253, Activity Sheet;

d. A copy of the employee’s driving history; and

e. A copy of the cover sheet.

4. Recommendations for discipline should not be submitted with the
original traffic crash packet. In cases where it is unclear whether
Department policy was violated, MNPD Form 313 or MNPD Form
313A should not besubmitted until the determination of chargeable
or non-chargeable is made by the Traffic Crash Review
Committee.

2.20.070 Traffic Crash Review Committee
A. Establishment of Traffic Crash Review Committee

The Traffic Crash Review Committee is established to review all
departmental vehicle crashes. The composition of this committee shall
be:

1. The commander of the Special Operations Division/Traffic Section
(chairperson);

2. A representative of the Safety Coordinator’s Unit;

3. The defensive driving instructor of the Training Division;

4. The precinct/division commander of the employee whose incident is
brought before the committee;

5. A representative of the Fleet Management Section; and
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6. When appropriate, a certified traffic crash reconstructionist.

B. Criteria for Referral

All departmental vehicle crashes and damage to departmental vehicle
incidents will be referred to the Traffic Crash Review Committee. The
committee will determine:

1. If the employee's actions, in operation of the vehicle, were
consistent or inconsistent with MNPD policy or training; and

2. If any driving deficiencies exist that can be corrected by remedial
training or other means.

C. Authority of the Traffic Crash Review Committee

The Traffic Crash Review Committee will meet as necessary,
preferably on the 3rd Wednesday of February, May, August and
November. The Traffic Crash Review Chairman will draft a letter of
explanation, outlining the outcome of a crash/incident that was brought
before the committee during the quarterly crash review meeting. The
Traffic Crash Review Committee Chairman will request that the
affected Division Commander/Captain attach a copy of this letter to the
crash review packet as it is forwarded through the chain of command
for review.

Generally, the only crashes/incidents that will be brought before the
Quarterly Traffic Crash Review Committee are those crashes/incidents
that a determination of chargeable/non-chargeable could not be
agreed upon between the affected employee’s Division
Commander/Captain, the Commander of the Special Operations
Division/Traffic Section, and/or another member of the Traffic Crash
Review Committee prior to the quarterly crash review meeting. The
proceedings of the Traffic Crash Review Committee shall not have any
bearing on any disciplinary action or hearing.

This committee serves only to determine whether the employee's
actions, in operation of the vehicle, were consistent or inconsistent with
MNPD policy or training. The committee may also identify problem
drivers, suggest remedial training measures, and correct traffic crash
processing errors. This will benefit the individual employee, the
department, and the Metropolitan Government.

The committee may recommend to the Chief of Police that:
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1. The employee's driving skills and/or habits are not an issue.

2. The employee should receive additional driving instruction by the
Training Division, or other instructor, while working unrestricted.

3. The employee should receive additional driving instruction by the
Training Division, or other instructor, and prohibited from driving a
police vehicle for a specific time period.

4. The employee should be prohibited from driving a police vehicle for
a specific time period.

5. The employee should be prohibited from driving a police vehicle
permanently, or until driving privileges are restored by the Chief of
Police.

2.20.080 Physical Examinations

A.

Employees are required to maintain their general health and fitness to
a level which would allow them to perform their job responsibilities in
accordance with the physical demands of their functional job
description.

A periodic physical examination is a benefit to both the employees and
the agency. Any physical examination should be conducted only to
confirm the employees’ continued fitness to perform the tasks of their
assignments and to inform them of their general physical condition, not
to identify employees with disabilities who are otherwise able to
perform their assigned duties, with or without reasonable
accommodation.

Department employees are encouraged to have physical examinations
conducted periodically by their physician. Sworn employees and Police
Security Guards shall be required to have an annual physical exam
administered at the direction of the Metro Civil Service Medical Examiner.

. A private physical examination will not be used to substitute for a

departmentally required physical examination.

The results of a physical exam administered at the direction of the
Metro Civil Service Medical Examiner will be confidential, and
information obtained during this exam will not be provided to the
department. The only exception shall be notice that the Civil Service
Medical Examiner has determined the member is unable to meet the
requirements of the functional job description as a police officer.
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F. Itis the responsibility of the employee’s supervisor to ensure
compliance with this directive.

G. Failure to submit to the required annual physical examination, by the
Metro Civil Service Medical Examiner, may result in that employee
being considered unfit for duty pending completion of the required
medical examination.

2.20.090 Safety Coordinator Off Duty Notification

The Safety Coordinator shall be notified when he/she is not on duty,
pursuant to the following criteria:

A.

An employee is involved in a job-related action that results in an injury and
is transported to a medical facility by medical personnel;

An employee is admitted to a hospital in relation to an injury-on duty;

. An employee has a significant exposure to a contagious disease or

hazardous material;

. A safety hazard is discovered that could bring life-threatening harm

to an employee and requires immediate action by the Safety
Coordinator; or

At the discretion of the ranking on-scene supervisory personnel
whenever there is a serious or life threatening injury to an officer.
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Early Intervention System
Purpose

The purpose of this policy is to establish a system to provide for the
regular and timely review of specific and significant work related events
involving employees of the Metropolitan Police Department. This review
will aid supervisors in making informed, consistent decisions regarding the
performance of personnel under their command and enable the
Department to exercise its responsibility to regularly evaluate, identify and
assist employees whose actions indicate stressors that may affect the
employees’ stability and performance. Additionally, this systematic review
of critical performance data can aid the Metropolitan Police Department in
identifying training and other management system needs.

Definitions

A. Early Intervention System (EIS): The Early Intervention System is a
proactive, time-sensitive system designed to effectively organize
critical performance and evaluation data in order to promptly identify
employees who may be experiencing stress that could potentially
affect performance and, if necessary, to facilitate appropriate
intervention.

B. Early Intervention System Advisory Memorandum: The Early
Intervention System Advisory Memorandum is a notice sent to the
supervisor of an employee who is identified as having an activity rating
that indicates a closer review of the employee's activities may be
appropriate. The supervisor shall conduct an [informal] evaluation to
make this determination. If the supervisor deems necessary, a formal
EIS assessment will be completed.

C. Early Intervention System Action Memorandum: The Early
Intervention System Action Memorandum is a notice sent to the
supervisor of an employee who is identified as having an activity rating
that indicates a formal review of the employee's activities is required.
A response from the supervisory personnel completing such review is
required.

General Provisions

A. The Early Intervention System is only one of the methods by which
employees are identified as possibly needing assistance with
performance problems. The Early Intervention System is intended to
serve as a systematic approach to identifying a possible pattern of
behavior that may otherwise be overlooked.
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B. The Early Intervention System is, by itself, a set of objective statistical
data. This data is virtually meaningless absent thorough analysis and
interpretation. In reviewing the activity of their employees, supervisors
must use their unique knowledge of the employee and his or her work
assignment with sensitivity to the personal, contextual and
environmental factors impacting them. In assessing data provided by
the Early Intervention System, a supervisor should take into account
such issues as the nature of the employee's assignment, the activity
level inherent in that assignment, and how the reported activities
compare with the activities of the similarly assigned co-workers.
Additionally while reviewing an employee's activity, supervisors should
also take into account possible physical, emotional, personal and
family issues that may be impacting the employee.

C. The EIS will assign an overall risk score to each employee in the
MNPD. Supervisors with personnel in the 95" percentile and greater
will receive an EIS Action Memorandum while those scoring in the 90"
to 95™ percentile will receive an EIS Advisory Memorandum.

D. Using this objective statistical data, in a peer based analysis; the
System is a key element in the MNPD’s strategy to address the
potential for at-risk behavior. Once the EIS indicates an intervention
may be necessary, described by the primary risk factors below, and
mandated by the EIS Action Memorandum, an Early Intervention
Assessment will be conducted. An EIS may be deemed necessary
upon a supervisor review initiated by the EIS Advisory Memorandum.

E. The progress of the employee will be carefully tracked within the
employee’s division. The employee’s chain of command shall be
personally responsible and accountable for the implementation of the
individual program and such other steps as may be necessary to
address any at-risk behavior, demonstrated indicators of stress, or
training deficiencies, and ultimately achieve the professional goals set
for the officer.

F. The EIS is not related to the existing system of corrective or
disciplinary action provided for in policy or by Civil Service Rules.
Department employees remain fully accountable for adhering to policy
and performance standards. Nonetheless, the Early Intervention
System seeks to identify and address behaviors flagged as indicators
before policy violations arise. The goal is to intervene and offer
assistance by identifying and modifying possible problematic behaviors
before they result in actions that are contrary to the mission and
fundamental values of the Metro Nashville Police Department,
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including its commitment to constitutional policing and upholding
lawful, professional and ethical standards.

G. The Early Intervention System represents the Department’s
commitment to coach and mentor its employees and to hold the entire
chain of command accountable for addressing problematic behavior
and managing risk to officers and the public. The system is designed to
support the employee through mentoring and coaching by supervisors.

H. The use of the Early Intervention System provides employees:

Pathways to remain/obtain a healthy self
Training/Education

Job performance feedback

Opportunities to improve performance

Consistent oversight and supervision

A clear message to employees that the Department has
resources available to assist them in meeting expectations

SOk wON =

|. Except as required by law, information relating to the Early Intervention
System shall be considered confidential and is not to be shared with
persons not having an authorized business need to Early Intervention
System reports or data. Violations of this policy may result in discipline.

2.30.040 Early Intervention System Coordinator

The Director of Police Human Resources Division shall be designated to
serve in the additional capacity of Early Intervention System Coordinator.

2.30.050 Duties of the Early Intervention System Coordinator

A. The Early Intervention System Coordinator shall cause the creation
and maintenance of an Early Intervention System Database. The
database will systematically track the following information linked to
employees :

Use of force reports

MNPD Vehicle accident report
Complaints

All Employee leave data

IOD incident

Vehicle Pursuit data
Disciplinary action

Employee Bid Data

Employee Award data
Supervisor Data
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Division/Assignment movement

Geographic relation data

Previous EIS data

Employee work data, including, but not limited to:
o CFS

Arrests

Incident

Training data

Change in Address/family status

Change in assignment/classification

Any other factors as may be identified as appropriate for

consideration as a program element.

O O0O0OO0O0

. The data will include, at a minimum, the employee's name,

assignment, employee identification number, the date of the
incident, the time of the incident, a complaint number where
applicable and the type of incident.

The analysis will consider historical interactions (opportunities),
policy/procedure successes, adherence failures, duty assignment,
and geographic assignment, accolades and positive outcomes from
personnel.

The Early Intervention System Database will be updated as data
populates the system.

The Early Intervention System Database will analyze the data
entered into it no less than every six months and will denote those
employees whose overall risk scores are identified as the top 9ot
percentile of sworn employees.

. Early Intervention System Analysis

The Early Intervention System Coordinator shall cause the creation
and maintenance of an Early Intervention System Analysis utilizing
appropriate statistical principles and a peer based comparison
approach to evaluate data and generate reports. Each year, these
analyses shall be reviewed for statistical validity and updated or
modified as necessary to accomplish departmental goals and with the
approval of the Chief of Police. The EIS Coordinator shall have access
to information summarizing the variables considered in the analyses
and make such information available for review by any MNPD
employee upon request.
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C. Early Intervention System Reporting.

The Early Intervention System Database is designed to operate
independently as data is updated to the system.

1.

Upon each completion of an EIS analysis, which indicates an
employee requiring intervention, an Early Intervention report will be
generated for the involved employee. The Early Intervention
System Coordinator shall cause the activity of those employees
identified by the system database as having a significantly high
overall rating to be reviewed as generated. If a there is any
question about accuracy, the Early Intervention Coordinator will
consult with the employee’s chain of command, to determine
whether or not an Early Intervention Action should proceed. Upon
completion of the review, the EIS Coordinator shall certify the list of
employees.

. Types of Reports

There are two types of reports that are generated by EIS as a result
of the automated analysis of data based upon established
indicators;

e The Early Intervention System Advisory Memorandum and

e The Early Intervention System Action Memorandum.

The EIS process is not intended to replace the existing Job
Performance Improvement Plans, employee evaluation or

counseling plans, or other supervisor initiated methods for

evaluating employee performance or behavior.

D. EIS Evaluation.

An EIS Advisory Memorandum will be generated when the EIS
analysis indicates that an employee is approaching necessary
intervention which would require an EIS Assessment report.
Immediate supervisors will perform this evaluation to determine if
further action is necessary. This report, as generated, is distributed to
command staff as an additional tool to aid supervisors.

E. The Early Intervention System Coordinator shall issue an Early
Intervention System Risk Assessment report as may be necessary for
the efficient operation of the program.

1.

The EIS Risk Assessment shall list each employee by their
assignment, their employee number and their Risk Assessment
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Score. As the EIS is improved, the number of incidents of each
recorded incident type for the past twelve (12) months.

2. The Police Human Resources Division shall cause the data
supporting the Early Intervention System Risk Assessment reports
to be maintained as a confidential file.

3. The Early Intervention System Risk Assessment reports will be
distributed to those management and supervisory personnel
deemed appropriate by the Chief of Police.

F. EIS Action.

After the activity review (if needed), the Early Intervention System
Coordinator confirms the employee's activity should be reviewed by his
or her immediate supervisor, the Coordinator shall cause an Early
Intervention System Advisory/Action Memorandum to be issued. The
Memorandum(s) shall be sent to the Commander of the departmental
component of the employee. The Commander shall forward the
Memorandum to the employee's immediate supervisor for it to be
completed. The Early Intervention System Coordinator shall also cause
notice of any previous Memorandums issued to the employee to be
included in the documentation accompanying the current
Memorandum.

G. The Director of Police Human Resources Division, in consultation with
the Chief of Police and his or her staff, will review the criteria that give
rise to the issuance of an Early Intervention System Advisory
Memorandum. The purpose of this review is to assure that the criteria
is based on sound principles of statistical analysis and police
management. These criteria will be maintained in the Early Intervention
System SOP by the EIS Coordinator. The EIS Coordinator will perform
the EIS SOP review annually.

2.30.060 Supervisory Duties
A. Early Intervention System Advisory Memorandum

1. A supervisor receiving an Early Intervention System Advisory
Memorandum will consider their employee's activities and general
well-being. Under this consideration, a supervisor may/may not
choose to take any action whatsoever (including, but not limited to,
having a conversation with the employee). The supervisor will only
take action as may be deemed necessary and appropriate.
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2. The sole responsibility of the supervisor is to give consideration to

the activities and general wellbeing of the employee during the time
he/she has been under their supervision, AND to qualify whether
their judgement considers the employee to be in need of assistance
at that time.

If the review by the supervisor does not indicate a problem or issue
with the employee’s activities listed in the memorandum, the
supervisor shall return the memorandum to the EIS Coordinator
with an explanation of his/her consideration. An MNPD Form 014 is
not required when there are no issues identified under the Advisory
Memorandum.

. If, upon further consideration of the employee's activities & well

being, the supervisor determines that the employee may have a
performance related problem or be under an undue amount of
stress, the supervisor shall treat the Advisory Memorandum as an
Action Memorandum, follow the process for completion of an Action
Memorandum and complete MNPD Form 014.

. The supervisor receiving an EIS Advisory Memorandum is not

accountable for the complexity of the computer/modeling that gave
rise to the advisory memo. Inquiries regarding program
methodology should be directed to EIS Coordinator.

B. Early Intervention System Action Memorandum

1.

Upon consideration of the employee's activities and general well-
being, the supervisor is to determine if the employee's activities
may indicate a possible performance related problem or be under
an undue amount of stress. A supervisor receiving a request to
complete an Early Intervention System Action Memorandum will
evaluate the employee's activities and complete the memorandum
within twenty-one (21) working days of receiving it.

The primary responsibility of the supervisor is to give consideration
to the activities and general wellbeing of the employee during the
time he/she has been under their supervision, AND to qualify
whether their judgement considers the employee to be in need of
assistance at that time.

Upon consideration of the employee's activities, the supervisor is to

determine if the employee's activities indicate a possible
performance related problem.
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4. The supervisor shall document and explain his or her consideration
as to whether or not the employee's activities indicate a
performance problem.

5. The supervisor receiving an EIS Action Memorandum is not
accountable for the complexity of the computer/modeling that gave
rise to the advisory memo. Inquiries regarding program
methodology should be directed to EIS Coordinator.

C. The supervisor shall recommend a course of action which may include,
but not be limited to:

No additional action;

Informal counseling by the employee's immediate supervisor;
Additional training to improve employee skills;

Submitting employee for award or commendation;

Referring employee to P.A.S.S. or other formal counseling;
Recommend mandate employee to P.A.S.S,;

Completing a Job Performance Improvement Plan;

Other necessary and appropriate actions.

S@moa0oT

1. The supervisor shall return the Early Intervention System Action
Memorandum through the supervisor's chain of command to the
Office of the Chief of Police.

2. A supervisor receiving a request to complete an Early Intervention
System Action Memorandum will evaluate the employee's
activities and complete the memorandum within twenty-one (21)
working days of receiving it.

3. Upon consideration of the employee's activities, the supervisor is to
determine if the employee's activities indicate a possible
performance related problem or be under an undue amount of
stress.

2.30.070 Duties of the Chain of Command

A. Each member of the employee's chain of command shall have the
authority to express agreement or disagreement with the findings and /
or recommendations of the employee's immediate supervisor.

B. If any member of the chain of command expresses disagreement with
the Early Intervention System Action Memorandum, the Early
Intervention System Coordinator shall call for a committee meeting, to
be conducted within fifteen (15) working days of receipt of the
memorandum, to discuss its findings and recommendations. If for good
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cause the committee meeting cannot be scheduled within fifteen (15)
working days, the Chief of Police may authorize an extension of that
time limit. The meeting will consist of the employee's immediate
supervisor, the employee's chain of command or designee and a
representative of the Behavioral Health Services Division. The
committee shall be chaired by the highest ranking member present.
The committee members will be charged with developing a consensus
as to the proper follow-up action to recommend.

2.30.080 Authority of the Chief of Police

2.30.090

2.30.100

The Chief of Police shall have the final authority in deciding the
appropriate follow-up option for any employee of the Metropolitan Police
Department. The Chief of Police may, or may not, adopt the
recommendations of the employee's immediate supervisor or the
committee called by the Early Intervention System Coordinator.

Confidentiality

A.

The Early Intervention System Advisory Memorandum - In that an
Advisory Memorandum may contain information related to confidential
matters such as 108 Reports, references to iliness or other personal
issues, they shall be treated as confidential documents. Only the Early
Intervention System Coordinator, the employee who is the subject of
the Advisory Memorandum, the employee's immediate supervisor, the
employee's Chain of Command and members of the Behavioral Health
Services Division may view an EIS Advisory/Action Memorandum.
Further, they may do so only as such viewing is required to fulfill their
authorized duties to the Metropolitan Nashville Police Department.

Only the Chief of Police, or his/her designee, may authorize the
release of any information or documentation related to the Early
Intervention System as outlined in this policy. Additionally, the Chief of
Police, or his/her designee, shall be solely responsible for the manner
and form in which such information or documentation is released.

Annual Evaluation

The Early Intervention System Coordinator shall conduct an annual
evaluation of the Early Intervention System. Subsequently, he or she will
advise the Chief of Police on the system's effectiveness and propose any
necessary changes.
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Hazardous Chemicals in Workplace and Employee “Right to Know”
Program

Responsibilities of Safety Coordinator and General Provisions

It is the intention of the Metropolitan Nashville Police Department to
comply with the OSHA Hazard Communication Standard, Title 29 Code of
Federal Regulations 1910.1200, and the Tennessee Hazardous Chemical
Right-to-Know Law, by compiling a hazardous chemical list, by using and
maintaining Material Safety Data Sheets (MSDS's), by ensuring that
containers are properly labeled, and by providing all potentially exposed
employees proper training.

This program applies to all work operations where employees may be
exposed to hazardous substances in the workplace.

The Department Safety Coordinator will be responsible for developing the
program, copies of which will be filed with the Metro Safety Office. The
Safety Coordinator will be ultimately responsible for the implementation of
the program including all training, record keeping and reporting although
some portions of these activities may be delegated to others from time to
time.

In fulfilling the duties and responsibilities herein, the Safety Coordinator
shall maintain current knowledge of applicable laws, standards, and
administrative practices. This will necessitate compliance with all
mandates of the Metro Safety Office given in meetings, training sessions,
memoranda, and written programs or manuals.

A. List of Hazardous Chemicals

1. The Safety Coordinator will annually make a list of all hazardous
chemicals and related work practices used in the department, and
will update the list as necessary. A separate list will be provided for
each work area and properly posted in a conspicuous place. Each
list will identify the corresponding MSDS for each chemical. A
master list of these chemicals will be maintained by the Safety
Coordinator and the supervisor of each workplace and a copy filed
with the Metro Safety Office.

2. The Safety Coordinator will submit a complete, current workplace

chemical list to the Metro Safety Officer no later than January 15 of
each year.
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B. Material Safety Data Sheets (MSDS's)

1.

2.

MSDS's provide specific information on chemicals used. The Safety
Coordinator will maintain a binder in his officer with an MSDS on
every substance on the list of hazardous chemicals. The MSDS will
be a fully completed OSHA Form 174 or equivalent. The Safety
Coordinator will ensure that each work site maintains an MSDS for
hazardous materials in that area and that a copy of each form will
be sent to the Metro Safety Officer for filing there. MSDS's will be
made readily available to all employees requesting them.

The Safety Coordinator is responsible for acquiring and updating
MSDS's. The Safety Coordinator will contact the chemical
manufacturer or vendor if additional research is necessary or if an
MSDS has not been supplied with an initial shipment. All new
procurements must be cleared by the Safety Coordinator. When
duplicate MSDS's are received from the same supplier on
subsequent shipments, the oldest MSDS will be retained. If
changes are made in the formulas, both the original and
replacement should be kept.

C. Labels and Other Forms of Warning

1.

The Safety Coordinator will ensure that all hazardous chemicals are
properly labeled and updated, as necessary. Labels should list at
least the chemical identity, appropriate hazard warnings, and the
name and address of the manufacturer, importer or other
responsible party. The Safety Coordinator will refer to the
corresponding MSDS to assist in verifying label information.

If there are a number of stationary containers within a work area
that have similar contents and hazards, signs will be posted on
them to convey the hazard information.

If chemicals are transferred, by the user of the chemical, from a
labeled container to a portable container that is intended only for
immediate use, no labels are required on the portable container. If
someone other than the user of that chemical makes the transfer,
then labels are required.
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2.40.020 Training

A.

Initial Training

Everyone who works with or is potentially exposed to hazardous
chemicals will receive initial training on the Hazard Communication
Standard and the safe use of those hazardous chemicals by the Safety
Coordinator or someone qualified to give such training. This might be
another departmental employee or an outside expert. The Safety
Coordinator will provide a Metro Government Right-To-Know
Compliance Program card to each affected employee after their first
training session.

. Non-Routine Tasks

When an employee is required to perform hazardous non-routine tasks
(e.g., cleaning tanks, entering confined spaces, etc.) a special training
session will be conducted to inform the employee regarding the
hazardous chemicals to which they might be exposed and the proper
precautions to take to reduce or avoid exposure.

New Chemicals or Changes in Hazard

Whenever a new chemical or hazard is introduced, additional training
will be provided. Regular safety meetings will be used to review the
information presented in the initial training. Retraining of each
individual employee will be done at least annually. Supervisors will be
extensively trained and retrained quarterly regarding hazards and
appropriate protective measures so they will be available to answer
questions from employees and provide daily monitoring of safe work
practices.

. Training Records

Each training session of both employees and supervisors will be
properly documented. Copies of the documentation of these training
sessions will be kept in the files of the Safety Coordinator and copies
will be sent to the Metro Safety Office. Since exposures to chemicals
can cause damage far into the future, these lists will be permanently
maintained.

The training plan will emphasize the following items:

1. Summary of the standard and written program.
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2. ldentity and physical hazard of the specific chemicals to which
exposure is possible.

3. Health hazards, including signs and symptoms associated with
exposure to the chemical and any medical condition known to be
aggravated by such exposure. Short and long term hazards will be
discussed.

4. Procedures to protect against hazards (e.g., personal protective
equipment required, proper use, and maintenance; work practices
or methods to assure proper use and handling of chemicals; and
procedures for emergency response).

5. Work procedures to follow to assure protection when cleaning
hazardous chemical spills and leaks.

6. Procedures to follow in case of exposure.

7. Where MSDS's are located, how to read and interpret the
information on both labels and MSDS's, and how employees may
obtain additional hazardous information.

The Metro Safety Office will review the training program and advise the
Safety Coordinator and the Chief of Police on training or retraining
needs.

. Contractor Employers

The Safety Coordinator will advise outside contractors in person of any
chemical hazard that may be encountered in the normal course of their
work on Metro premises, the labeling system in use, the protective
measures to be taken, and the safe handling procedures to be used. In
addition, the Safety Coordinator will notify these individuals of the
location and availability of MSDS's.

. Additional Information Available

All employees, or their designated representatives, can obtain further
information on this written program, the hazard communication
standard, applicable MSDS's, and chemical information lists from the
Safety Coordinator.
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2.40.030 Specific Provisions

A. Survey of Department - MNPD Form 440

1.

2.

On or about December 1 of each year, the Safety Coordinator shall
distribute copies of MNPD Form 440, "Chemicals Used or
Produced Within the Workplace Report," to all departmental
components.

The Safety Coordinator shall provide explicit instructions with each
MNPD Form 440 so that personnel completing the reports will be
able to do so accurately.

Upon receiving the returned MNPD Forms 440, the Safety
Coordinator shall review each in detail.

B. List of Hazardous Chemicals - MNPD Form 441

1.

2.

The Safety Coordinator shall compile a complete list of hazardous
chemicals by reviewing the MNPD Forms 440 and cross-
referencing the materials with the current reference sources
provided by the Metropolitan Department of Law/Insurance and
Safety Division. Such list shall be forwarded to the Chief of Police
on MNPD Form 441, "Safety Coordinator's Hazardous Chemicals
Report."

The Safety Coordinator shall research his training records and
provide the relevant training information on the MNPD Form 441
also.

Prior to January 15 of each year, a copy of the MNPD Form 441
returned by the Chief of Police shall be forwarded to the Metro
Safety Office.

C. Purchasing Procedures

1.

Any departmental element which orders materials which may
contain a hazardous chemical shall contact the Safety Coordinator
for instructions on the current Metro Safety Office Guidelines.

The Safety Coordinator shall document the conversation in a

memorandum if the material in question is in fact a hazardous
chemical.
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D. Receiving Procedures

1. The Supply Section, and any other component which receives
shipments, shall not sign for receipt of such shipments unless the
appropriate MSDS's are received and labels are attached.

2. Any component which purchases items from the "petty cash" fund
or receives materials pursuant to a service contract shall not accept
such materials unless the appropriate MSDS's are received and
labels are attached.

3. Should a shipper not provide such documentation, the receiving
component shall immediately contact the Safety Coordinator for
instructions.

E. Training

1. The Safety Coordinator shall formulate lesson plans for each
particular hazardous chemical.

2. All training sessions, which are required as initial, recertification, or
special training, shall be documented on the current form (roster)
as provided by the Metro Safety Office.

3. The forms shall include: date, time, attendees, instructor, topic
(chemical), and space for signature of attendees to indicate their
understanding the material.

F. Record keeping

The Safety Coordinator shall retain the following records
indefinitely:

1. Chemicals used lists - MNPD Form 440
2. Hazardous chemicals lists - MNPD Form 441
3. All MSDS's

4. All training materials - lesson plans and rosters
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Communicable Disease Protection, Exposure Reporting &
Contaminated Crime Scene Procedures

Introduction and General Provisions

It is the intention of the Metropolitan Police Department to comply with the
OSHA Bloodborne Pathogens Standard Title 29 Code of Federal
Regulations 1910.1030, by adequately protecting its employees from the
transmission of communicable diseases during emergency incidents and
in all work environments.

Furthermore, the procedures described herein are to be used to report
and document exposure incidents involving airborne diseases
(tuberculosis, measles, etc.); even though this OSHA standard deals only
with blood borne diseases.

A. Infectious Subjects - Universal Precautions

The MNPD recognizes the potential exposure of certain employees to
communicable diseases in the performance of their duties. In an
emergency incident, the infectious disease status of subjects is
frequently unknown. All subjects must be considered infectious.
Blood and body fluid precautions must be taken with all subjects and
with evidence contaminated by blood or body fluids.

B. Equipment and Training Provided

To minimize the risk of exposure, the MNPD will provide necessary
personal protective equipment (PPE) to include gloves, face masks,
gowns, eye protection, resuscitation devices, and necessary cleaning
and disinfecting supplies. The MNPD will also provide initial instruction
and continuing education in preventive practices so that at-risk
personnel possess a basic awareness of infectious diseases,
understand the risks and severity of various types of exposures, exhibit
skills in exposure control, and understand the methods of disposing of
biohazard wastes.

C. Notification to Safety Coordinator
The Safety Coordinator shall be notified after an actual exposure
incident. The Safety Coordinator will begin investigating the source

individual for possible communicable diseases to determine the need
for treatment of the exposed employee.

221 of 1236



2.50.020

Communicable Disease Protection, Exposure
Reporting & Contaminated Crime

Scene Procedures

2.50

. Treatment Available to Exposed Employees

Standard prophylactic medical treatment will be given to exposed
employees and necessary immunization will be made available to
protect employees from potentially infectious diseases.

Exposure Record Keeping

Initiation of documentation is the employee's responsibility. The

Department will maintain a record of exposures and treatment in each
employee's confidential files. The Safety Coordinator will maintain a

record of infectious exposures. The medical records are confidential
and can only be released by the employee.

Definitions

A.

Airborne Disease means any disease spread by microorganism in the
atmosphere which can cause disease in humans. These diseases
include, but are not limited to tuberculosis, measles, influenza, mumps,
rubella, etc.

Bloodborne Pathogens means pathogenic microorganisms that are
present in human blood and can cause disease in humans. These
pathogens include, but are not limited to Hepatitis B virus (HBV) and
human immunodeficiency virus (HIV).

Contaminated means the presence or the reasonably anticipated
presence of blood or other potentially infectious materials on an item or
surface.

Exposure Incident means a specific eye, mouth, other mucous
membrane, non-intact skin, or parenteral contact with blood or other
potentially infectious materials that results from the performance of an
employee's duties.

Hand Washing Facilities means a facility providing an adequate
supply of running portable water, soap, and single use towels or hot air
drying machines.

Occupational Exposure means reasonably anticipated skin, eye,
mucous membrane, or parenteral contact with blood or other
potentially infectious materials that may result from the performance of
an employee's duties.
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G. Personal Protective Equipment is specialized clothing or equipment
worn by an employee for protection against a hazard. General work
clothes (e.g., uniforms, pants, shirts or blouses) not intended to
function as protection against a hazard are not considered to be
personal protective equipment. PPE will be considered appropriate
only if it does not permit blood or other potentially infectious materials
to pass through or reach the employee's work clothes, street clothes,
undergarments, skin, eyes, mouth, or other mucous membranes under
normal conditions of use and for the duration of time which the PPE
will be used.

H. Source Individual means any individual living or dead whose blood or
other potentially infectious materials may be a source of occupational
exposure to the employee. Examples include, but are not limited to
hospital and clinic patients; clients in institutions for the
developmentally disabled; trauma victims; clients of drug and alcohol
treatment facilities; residents of hospices and nursing homes; inmates
of correctional or detention facilities; arrestees; prostitutes; 1.V. drug
users; homosexual or bisexual males; residents or users of shelter or
group home facilities; human remains; and individuals who donate or
sell blood or blood components.

I.  Universal Precautions is an approach to infection control. According
to the concept of Universal Precautions all human blood and certain
human body fluids are treated as if known to be infectious for HIV,
HBYV, and other blood borne pathogens.

Affected Employees

The MNPD recognizes the potential for exposure in certain work

environments. Therefore, the following groups of employees are identified

as "At-Risk":

A. All sworn members, and

B. All civilian members.

Precautions and Information on Specific Diseases

A. Hand Washing
The Centers for Disease Control state that "hand washing before and

after contact with patients is the single most important means of
preventing the spread of infection." Washing your hands after contact
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is a must. Use waterless hand cleaner when other wash facilities are
not available.

The MNPD recommends the following hand washing guidelines:
1. Wet hands to two or three inches above wrists.

2. Apply hand-cleaning agent.

3. Rub hands together to work up a lather

4. Using a rotating motion, apply friction to all surfaces of hands and
wrist, including backs of hands, between fingers, and around and
under nails. Interlace fingers and rub hands together. Continue for
15 seconds.

5. Holding hands downward, rinse thoroughly, allowing the water to
drop off fingertips.

6. Repeat procedure.
7. Dry hands thoroughly with a paper towel.

8. Turn off faucet using a clean paper towel to avoid contaminating
hands on the dirty faucet handle.

. Universal Precautions

In the emergency response setting the responder is frequently placed
at risk for exposure to infectious disease. The infection status of the
subject is unknown. Medical history and physical examination cannot
reliably aid in identifying persons who carry infectious pathogens.
Therefore, it is recommended that blood and body fluid precautions be
observed in the handling of all persons.

1. All responders shall use appropriate barrier precautions to
prevent skin and mucous membrane exposure when contact with
blood or other body fluids of any person is anticipated. Gloves
shall be worn for touching blood and body fluids. Gloves shall be
changed after contact with each person. Remove gloves by
grasping the cuffs and pulling them off inside out. Masks and
protective eye wear or face shields shall be worn during activities
that are likely to generate droplets of blood or other body fluids to
prevent exposure of mucous membranes of the mouth, nose, and
eyes. Gowns shall be worn during activities that are likely to
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generate splashes of blood or other body fluids.

2. Hands and other skin surfaces shall be washed immediately and
thoroughly if contaminated with blood or other body fluids. Hands
shall be washed immediately after gloves are removed.

3. All responders or other employees must take precautions to
prevent injuries caused by needles, scalpels, and other sharp
instruments or devices during activities and when handling sharp
instruments after activities. To prevent needle stick injuries, needles
shall not be recapped, purposely bent or broken by hand, or
removed from disposable syringes. Needles, scalpel blades and
other sharp items shall be placed in puncture-resistant containers
for disposal. The puncture resistant containers will be located as
close as practical to the use area.

4. Although saliva has not been implicated in HIV transmission, to
minimize the need for emergency mouth-to-mouth resuscitation,
mouth-pieces, resuscitation bags, or other ventilation devices shall
be available and used.

5. Responders or employees who have exudative lesions or weeping
dermatitis shall refrain from all direct patient care and from handling
contaminated items until the condition resolves.

6. Pregnant responders or other employees are not known to be at
greater risk of contracting HIV infection than responders who are
not pregnant; however, if a responder or other employee develops
HIV infection during pregnancy, the infant is at risk. Pregnant
responders should be especially familiar with and strictly adhere to
precautions to minimize the risk of HIV transmission.

7. Eating, drinking, smoking, applying cosmetics or lip balm, and
handling contact lenses are prohibited, in work areas where bio-
hazardous evidence or materials are present.

8. All items or evidence which are contaminated with blood, any
body fluid, or other potentially infectious material are to be
considered infectious even if the contaminant has dried. This
precaution applies regardless of the length of time that the
contaminant has been in a non-liquid state.

C. Information on Common Bloodborne Diseases

Infectious pathogens are transmitted via an infected person's blood,
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body fluids visibly contaminated with blood or body fluids which
include, but are not limited to: urine, feces, vomitus, saliva, tears,
mucus, cerebrospinal fluid, semen, vaginal secretions and placental
fluids. Generally, the human skin is an effective barrier against
exposure to infectious substances. However, if the skin has open
sores, cuts, or abrasions, this protective barrier becomes a route for
transmitting infections. Contact with a person's blood or body fluids
visibly contaminated with blood poses the greatest risk of transmitting
certain diseases, such as HBV and AIDS/HIV.

1. Acquired Immunodeficiency Syndrome/Human Immunodeficiency
Virus

Casual contact with persons in high risk groups for AIDS (e.g.,
homosexuals, IV drug abusers) does not place you at risk for
acquiring AIDS. No cases of AIDS have been identified among non-
sexual household contacts of patients of AIDS. One hundred
thousand or more healthcare workers, emergency services
personnel, and family members have had close exposure to known
AIDS patients. Undoubtedly, many times that number has had
similar contact with persons unknowingly infected with the AIDS
virus. Family members have routinely hugged, kissed, and shared
bathrooms and kitchens with AIDS patients. No person exposed in
these ways has yet developed AIDS. Persons briefly exposed to
the AIDS virus often do not acquire infection, while people actually
infected with the AIDS virus may have few or no symptoms for long
periods of time, even years. Persons who are infected with the
AIDS virus develop a blood antibody that is detected by a screening
test (ELISA).

2. Hepatitis-B Virus (HBV)

Pre-hospital care providers who have frequent contact with blood or
secretions are at a much greater risk of contracting HBV than of
contracting HIV. HBV is more infectious and more difficult to
decontaminate than HIV. Approximately one in 200 persons in the
United States are considered chronic carriers of HBV, and can
spread the infection to others for an indefinite period of time. Strict
adherence to the CDC guidelines for minimizing the risk of
exposure to HIV will also minimize the risk of transmission of HBV.
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2.50.050 Equipment and Immunizations Provided

The Department will provide the following for at-risk employees:

A. Personal Protective Equipment

Items to Personal Protective Equipment (PPE) shall include, but not be
limited to:

o K~ 0N =

Gloves
Masks
Eye Protection
Gowns

Shoe coverings

B. Bio Hazardous Waste Disposal Bags

1.

Bio hazardous waste disposal bags shall be provided to all
employees using PPE. The bags shall be colored red, and clearly
labeled as "Bio hazardous Waste." The Safety Coordinator shall
ensure that such bags are of adequate quality to conform to current
OSHA, EPA, and Metro Safety Office guidelines.

Disposal of such bags shall be accomplished via procedures
described in section below titled, "Disposal of Biohazardous
Waste.”

C. Immunizations

1.

3.

At-risk employees, as identified above, shall be offered the
Hepatitis-B (HBV) vaccine at departmental expense.

. Employees may decline the HBV vaccine, but must sign a waiver

indicating the declination.

An at-risk employee may rescind the declination at any time and
receive the HBV vaccine at departmental expense.

Other immunizations, as prescribed by medical authorities as part

of a post-exposure incident treatment program, shall be offered at
departmental expense.
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HBV immunization shall be offered annually, and non-immunized
employees will be required to sign a new declination form annually
should they continue to decline the immunization.

All immunization documents shall be permanently retained in
employees' personnel files.

D. Cleaning & Disinfection Supplies

1.

At-risk employees and work sites shall be issued/equipped with a
waterless hand cleaning agent for use when hand washing facilities
are unavailable and/or to clean contaminated areas.

. Certain work sites shall be issued/equipped with an aerosol or

pump container of cleaning agent suitable for disinfecting surfaces
and equipment with large volumes of contaminant.

2.50.060 Training

A. Curriculum and Scheduling

1.

The Safety Coordinator shall develop a curriculum for training on
this OSHA standard. Training shall consist of initial training and an
annual recertification course.

. The Safety Coordinator shall develop a mechanism for training

employees whose change in work status (new hire, transfer,
promotion) results in their assignment as an "at-risk" employee.

The curriculum shall be approved by the Metro Safety Office prior
to any training.

B. Retention of Training Records

1.

All training sessions, which are required as initial, recertification, or
special training, shall be documented on the current form (roster)
as provided by the Metro Safety Office. No lists shall be attached to
a roster on blank paper. When class size requires a second sheet,
a new roster form shall be used.

The forms shall include: date, time, attendees, instructor, and
space for signature of attendees to indicate their understanding of
the material.

3. The Safety Coordinator shall retain all training records indefinitely.
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2.50.070 Personal Protective Equipment
As described in section above title, "Equipment and Immunization
Provided," the department will provide PPE. The PPE use criteria and
disposal methods are included in this section.
A. Use Criteria
1. Individual Decision
Individuals may use PPE at any time they prefer to do so.
2. Mandatory Use
Personnel shall use PPE during activities when it may be
reasonably anticipated that an occupational exposure to blood or
other body fluids may occur.

3. Supervisor's Decision

Supervisors may instruct or order subordinates to use PPE any
time he/she deems it necessary.

4. Crime or Accident Scene

See section below titled, "Evidence Handling and Crime Scene
Procedures".

B. Initial Issue
Bureau Commanders shall determine the content of initial issue to
individual members and/or organizational elements within their
bureau.

C. Disposal
Upon removing disposable PPE, the items shall be placed in a red
bag labeled "Bio hazardous Waste." Disposal shall then be
accomplished as described in section below titled, "Disposal of Bio
hazardous Waste."

D. Documentation of Use - Issued Equipment

Upon disposing of individually assigned items of PPE, or exhausting
any other individually assigned cleaning and disinfection supplies,
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members will document such usage on the reverse of the appropriate
activity sheet for his/her assignment.

E. Replacement Supplies and Equipment

Each Bureau Commander (Precinct Commanders on Patrol Division)
shall maintain an adequate supply of replacement items to allow for
restocking members' individually assigned equipment and supplies.

2.50.080 Evidence Handling and Crime Scene Procedures

For information pertaining to bio hazardous evidence handling and crime
scene procedures refer to Article 15.20.030.

2.50.090 Disposal of Bio Hazardous Waste

A. All contaminated items shall be placed into a red bag labeled
"Bio Hazardous Waste." Such bags will be supplied by the department.

B. Red receptacles labeled "Bio hazardous Waste" will be available for
disposal of the bags. These receptacles will be located at both Police
Department and Fire Department facilities.

1. Police Facilities with Receptacles:

a. All Patrol Precincts

b. Crime Scene Investigators
c. Prisoner Processing

d. Property and Evidence

2. Fire Facilities with Receptacles

The Fire Department has granted permission for use of the
receptacle at any fire station during the hours of 0600-2200 only.

C. The red bags and red receptacles shall not be used for routine
refuse disposal. They are to be used only for disposal of bio
hazardous waste.

D. Any bio hazardous waste shall be disposed of properly. The landfill
will not accept bio hazardous waste. Personnel will be held strictly
accountable for bio hazardous waste disposed of as routine refuse.
This accountability will extend to the cost of recovery if bio hazardous
waste is discovered in the landfill and responsibility can be attributed to
specific member(s).
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E. The commander of the elements having red bio hazardous waste
receptacles, or his/her designee, shall notify the disposal contractor
when the receptacles are full. The contractor will supply another
receptacle and transport the contaminated receptacle away.

2.50.100 Uniforms and Clothing
A. Change of Clothing

1. All at-risk personnel are encouraged to have a change of clothing
available in their police vehicles or at their offices.

2. Personnel who find it impractical to keep a change of clothing will,
without exception, be allowed to go to their homes and change
should their attire become soiled by blood or body fluids.

3. Contaminated clothing shall be changed prior to responding to
another call or returning to duty or service.

4. Extreme caution should be used to prevent contamination of the
home, vehicle, etc.

B. Change of Shoes/Boots
The provisions of Subsection A. above apply to footwear as well.
C. Handling Soiled Clothing and Shoes/Boots

Clothing which has been contaminated with blood or body fluids shall
be handled as follows:

1. The department will provide laundry services to employees whose
clothing has been contaminated by blood or body fluids. To utilize
the laundry service, employees must document the exposure
incident as described in section below, "Procedures for Reporting
Exposures." The department will not pay for cleaning if the
employee has not documented the exposure incident.

2. Employees shall transport the clothing to the contracted laundry
service in a leak proof container (such as a common household
trash bag) and shall inform the contractor's employees of the
location and nature of the contamination.

3. Employees shall utilize appropriate PPE when transporting clothing
to the laundry service. The laundry service will provide disposal and
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hand washing facilities.

Shoes/Boots should be scrubbed with soap and hot water to
remove contaminants. Wash soles of footwear at the incident or as
soon as possible if contaminated with blood, body fluids, or other
contaminants.

D. Firefighting Clothing Assigned to CSI Personnel

Firefighting clothing ("turn-out gear") used during arson investigations
shall be placed in common household trash bags (not red bags) and
sent to the Fire Department Safety Office for cleaning when
contaminated with blood or body fluids. This provision does not cover
routine cleaning. Temporary firefighters clothing will be issued by the
Fire Department Safety Office. When a member's assigned gear is
clean and ready to be returned he/she will be notified by the Fire
Department.

2.50.110 Procedures for Reporting Exposures

A. Employee's Responsibilities

1.

2.

Employees involved in an exposure incident must notify the Safety
Coordinator immediately by telephone and

Documentation must be made on MNPD Form 155, "Exposure to
Contagious Disease Report" and on the current Record of
Occupational lliness/Injury form (Form 1S-101).

B. Supervisor's Responsibilities

1.

2.

Supervisors shall consult with the employee and confirm that the
Safety Coordinator has been notified of an exposure incident.

After discussing the circumstances with the Safety Coordinator the
exposed employee may be directed to Nashville General Hospital
by the Safety Coordinator.

The supervisor shall assist the exposed employee in completion of
MNPD Form 155 and the current Record of Occupational
lliness/Injury form (Form 1S-101).

The supervisor shall treat every exposure incident with utmost

confidentiality and adhere to applicable local, state, and federal
procedures, rules, regulations, and laws regarding confidentiality.
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The supervisor shall not discuss the exposure incident with anyone
other than the Safety Coordinator, regardless of rank or

assignment. A general notification (one that does not include specific
details of exposure) may be provided to Command Staff for personnel
planning and liability management.

C. Safety Coordinator's Responsibilities
1. Rating of exposure

Upon receiving notification of exposure the Safety Coordinator shall
utilize the severity rating levels identified by the Metro Safety Office.

The levels, and their criteria, are:

a. Significant exposure occurs whenever a subject's blood or body
fluids contact an employee through percutaneous inoculation
(e.g., needle stick), an open wound, non-intact skin (e.g.,
chapped, abraded, weeping, or dermatitis), or mucous
membrane (e.g., eyes, nose, mouth). The single most common
example is a needle stick.

b. Moderate exposure occurs whenever a subject's body fluids
contact an employee's mucous membranes. Performing mouth-
to-mouth resuscitation or a subject sneezing/coughing on a
responder are two examples. However, a subject with active
tuberculosis, not on medication, who is coughing represents a
significant risk of exposure to any responder in the same room.

c. Minimal exposure occurs whenever a subject's blood or body
fluids contact an employee's intact skin or a subject's intact skin
contacts an employee's mucous membranes. For example, an
officer arrives on a scene without gloves and has a child
covered with blood thrust into his/her hands.

Exceptions to the ratings exist. One example is measles. Simply
entering a room which an infectious measles subject has
vacated within an hour represents a significant risk of infection.

2. Response of Safety Coordinator
Should the Safety Coordinator categorize the exposure incident as
"Significant," the employee shall be directed to the nearest hospital,

and the Safety Coordinator will meet the employee and supervisor
within one hour.
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3. Employee Notification, Investigation, and Counseling
All notifications of test results, medical treatment, investigations of
source individuals, counseling, and other services provided by the
Safety Coordinator shall be conducted in accordance with 29 CFR
1910.1030, current Metro Safety Office guidelines, and applicable
laws.
4. Retention and Confidentiality of Records
a. All records shall be completely confidential and accessible only
to the Safety Coordinator, the employee, and others as
identified in 29 CFR 1910.1030.
b. All employees' medical records shall be retained indefinitely.

Treatment

All treatment relative to employee exposure incidents shall be provided by
the department and Metropolitan Government as required by:

A. 29 CFR 1910.1030, and
B. The Metropolitan Government Safety Program, and

The Metropolitan Government Bloodborne Disease Program, and

o O

Civil Service Rules, and

m

Employee Benefit Board pronouncements, and

F. Any federal, state, or local law, ordinance, or regulation which may
effect or regulate such treatment.

Adoption of Metropolitan Government Bloodborne Disease Program

A. The Metropolitan Government Bloodborne Disease Program is
hereby adopted by reference as the model for this order and MNPD

policy.

B. The Safety Coordinator, as an integral element of his/her duties and
responsibilities, shall maintain a full complete working knowledge of
the Metropolitan Government Bloodborne Disease Program and
shall abide by all policies, procedures, and regulations contained
therein.
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2.60 Sick Leave Bank Rules and Regulations

2.60.010 Purpose

2.60.020

The purpose of the Sick Leave Bank is to provide sick leave to
contributors who have suffered an unplanned personal iliness, injury,
disability, or quarantine and whose personal sick leave, vacation, comp
time, holiday, personal leave days and accrued vacation days are all
exhausted.

Administration

A.

The Sick Leave Bank shall be administered by the Sick Leave
Committee.

The Sick Leave Committee shall be composed of three (3) members;
one (1) shall be the President of the Fraternal Order of Police, one (1)
shall be the President of the Nashville Police Civilian Association, and
one (1) shall be the President of the National Black Police Officers
Association, Nashville Chapter, or their respective designees. The
chairperson shall be the president, or his/her designee, of the
employee group that has been designated in compliance with Chapter
3.56, Labor Policy, of the Metropolitan Code as the exclusive
representative for the employee unit which includes Police Officer I

. Employees participating in the Bank shall agree to abide by the rules

and regulations (and any revisions) established herein.

. All actions of the Sick Leave Committee shall require two (2)

affirmative votes. Decisions of the Committee shall be final.

. The Payroll Section of the Metropolitan Police

Department will maintain the records of the Sick Leave Bank. The
records of the Bank shall be open for inspection.

All requests to utilize days from the sick leave bank will be forwarded
to the Sick Leave Bank Committee Chairperson. The Sick Leave Bank
Committee will then have ten (10) working days to review the request
and make a determination.

The Sick Leave Bank Committee shall inform the Police Department
Payroll Section supervisor, in writing, of its decision. A written record of
the Committee disposition will simultaneously be issued to the
employee by the Committee Chairperson. This record may include a
brief statement of why the request was approved or denied.
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H. All requests to draw from the Bank must be accompanied by a
statement on the request form (MNPD Form 353) certifying that leave
is medically required by the specified iliness or disability (which must
be stated on the form). MNPD Form 353 must be signed by a
physician.

I. The Human Resources Division, Payroll Section of the Metropolitan Police
Department will maintain records of employees enrolled in the Bank
and employee contributions and/or withdrawals. This information will
be available for inspection during normal business hours.

J. No employee shall be authorized to utilize days from the sick leave
bank for any purpose other than the employee’s own iliness or injury.

Membership Provisions

A. Any full-time employee of the Metropolitan Police Department shall be
eligible to participate in the Bank; however, a minimum participation of
one hundred (100) employees shall be required to establish the Bank.

B. Any full-time Police Department employee who elects to participate in
the Bank shall initially have two (2) days of sick leave deducted from
his/her personal accumulation and deposited in the Bank by
completing and signing the Sick Leave Bank Enrollment / Termination
Form (MNPD 352).

C. The signing of the enroliment/termination form relieves the
Metropolitan Government, the Chief of Police, the President of the
Fraternal Order of Police, the President of the Nashville Police Civilian
Association, and the President of the National Black Police Officers
Association, Nashville Chapter, from any liability as a result of action
taken by the Sick Leave Committee or at their direction.

D. Enrollment shall be open during business hours of any regular workday
for the Police Department Personnel Division during the months of
January and July of each year. New employees may elect to
participate within thirty (30) calendar days of their employment.

E. Full-time Police Department employees wishing to join who do not
currently have the necessary two (2) sick days accrued, may enroll
with the understanding that their two (2) day contribution will be
deducted from the first two sick leave days accrued subsequent to their
application. Requests for withdrawal from the Bank will not be granted
until after the employee has satisfied the two (2) day contribution.
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F. Donations of sick leave to the Bank are non-refundable and non-
transferable except in the event of termination of the Bank. In the
event the Bank is terminated, the total days on deposit shall be
returned proportionately to the then participating members and
credited to their personal sick leave accumulation not to exceed the
maximum number of sick days allowed by the Civil Service Rules and
Regulations.

G. If at any time the number of days in the Bank is less than one per
member, or at any time deemed advisable, the Sick Leave Committee
shall have the authority to assess each member one (1) day of
accumulated sick leave.

H. A department wide announcement will be made prior to any new
assessment and employees wishing to rescind their membership may
do so without loss of the additional assessed day. No previously
assessed days will be recouped upon termination of membership by an
individual employee.

l. If, at the time of assessment, a member does not have the accrued
time necessary to fulfill the assessed days, the next accrued sick day
subsequent to the assessment will be applied to the Bank.

J. The enrollment authorization shall remain in effect for the current and
subsequent years unless canceled in writing. A member’s withdrawal
from the Bank will be effective thirty (30) calendar days after submitting
the request to the Sick Leave Committee. Membership withdrawal
shall result in forfeiture of all days contributed.

Sick Leave Bank Usage

Requests to draw from the Bank shall be reviewed by the Sick Leave
Committee for approval or denial. The following guidelines shall be used in
determining whether to grant requests for withdrawal from the Bank. The
Sick Leave Committee shall review instances not specifically falling into
the categories below on a case by case basis.

A. Sick Leave Bank requests may be granted for instances of disabling
illness, injury, or quarantine of the individual member.

B. Grants of sick leave from the Bank shall not be made to any member
on account of cosmetic surgery, iliness of a member of the participant’'s
family or injury in the line of duty. Disability benefits from individually
purchased insurance policies shall not affect eligibility to draw from the
Bank.
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. A participant shall not receive any sick leave from the Bank until after
having exhausted all accumulated paid leave (sick leave, personal
leave, comp time, holidays, and accrued vacation days).

. There shall be a waiting period of six (6) consecutive working days
(excluding extensions for the same illness or injury) following the
exhaustion of all available paid leave before days from the Bank may
be used.

. Members of the Bank shall be eligible to request use of the Sick Leave
Bank only after meeting the following requirements:

1. Must have been a member of the Bank for thirty (30) consecutive
calendar days;

2. Must have contributed their initial two (2) days of sick leave from
their personal accumulation; and

3. Satisfied all assessments not previously fulfilled during the time in
which they were a member.

. All requests to draw upon the Bank must be made upon a MNPD Form
353 (Request for Use of Sick Leave Bank) and forwarded to the Sick
Leave Bank Committee Chairperson who will convene the Committee
for review and consideration of the request.

. An applicant or member drawing on the Bank may be required at any
time to undergo at his/her expense a medical review by a physician
approved by the Sick Leave Committee.

. Leave grants from the Bank may be in retroactive units of no more
than twenty (20) consecutive working days for the individual applicant.
This reimbursement will not include the six (6) consecutive working day
waiting period required before drawing from the Bank.
Reimbursements will be allowed in full day increments only.

The maximum number of leave days any participant may receive from
the Sick Leave Bank during any twelve (12) month period is forty (40)
days. The maximum number of days any participant may receive from
the Sick Leave Bank as a result of any one or the same illness or
accident during any twenty-four month period is (60) days.

. In the case of chemical dependency, mental illness and maternity
leave, or family sick leave related to these events, the maximum
number of days that may be granted is ten (10). In the cases of
extenuating circumstances resulting from these conditions, exceptions
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may be approved by the Sick Leave Committee. The Committee shall
state it reason(s), in writing, for granting such exceptions.

. In the event a member is physically or mentally unable to make
request to the Sick Leave Committee for use of sick leave days, a
family member or agent may file the request.

. Sick leave granted to a member from the Bank need not be repaid by
the individual except as all members are uniformly assessed.

. A member shall lose the right to obtain the benefits of the Sick Leave
Bank by:

1. Resignation or termination of employment from the Metro Police
Department;

2. Cancellation of participation in the Sick Leave Bank program;

3. Refusal to honor such assessment as may be required by the Sick
Leave Committee;

4. Being on an unapproved leave of absence without pay; and

5. Refusal to comply with the guidelines, rules, and regulations of the
Bank.
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Light Duty

The purpose of this order is to establish Metropolitan Police Department
policy and procedures for light duty assignments and responsibilities to
accommodate an employee’s injury or illness on a short term basis. This
policy does not address injuries that occur in the performance of the
employee’s duties as a member of the MNPD (IOD injuries). 10D injuries
are specifically outlined in MNPD policy governing “Line of Duty Injuries”.

Policy

Temporary light duty assignments are for eligible personnel in the
Metropolitan Nashville Police Department who, because of injury, illness
or disability, are temporarily unable to perform their regular assignments
but who are capable of performing alternate duty assignments.

Use of temporary light duty can provide employees with an opportunity to
remain productive while convalescing as well as provide a work option for
employees who may otherwise risk their health and safety or the safety of
others by remaining on duty when physically or mentally unfit for their
regular assignments. Therefore, it is the policy of the Metropolitan
Nashville Police Department that eligible personnel are given a
reasonable opportunity to work in temporary light duty assignments where
available and consistent with this policy.

Light duty assignments are not mandatory and are granted at the
discretion of the department. The MNPD will consider the needs of the
department and the employee’s restrictions when determining light duty
assignments.

Definitions

A. Eligible Personnel: For the purposes of this policy, any full time
sworn or civilian employee of the MNPD suffering from a medically
certified injury, illness or disability requiring treatment of a licensed
health care provider and who, because of injury, iliness or disability, is
temporarily unable to perform their regular assignment but is capable
of performing alternative assignments.

B. Family and Medical Leave Act (FMLA): Federal law providing for up
to 12 weeks of annual leave for workers in addition to leave provided
by the MNPD due to injury, illness or certain other family
conditions/situations.

C. Light Duty: A medical designation allowing an employee to return to
work with specific and detailed limitations or restrictions.
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2.70.030 General Provisions

A. Light duty assignments are not mandatory and are granted at the
discretion of the department.

B. Assignments may be changed at any time upon the approval of the
treating physician, if deemed in the best interest of the employee or the
department.

C. This policy in no way effects the privileges of employees under
provisions of the Family and Medical Leave Act, Fair Labor Standards
Act, Americans with Disabilities Act, or other federal or state law.

D. Assignment to temporary light duty shall not effect an employee’s pay
classification, pay increases, promotions, or retirement benefits.

E. No specific position within the MNPD shall be established for use as a
temporary light duty assignment, nor shall any existing position be
designated or utilized exclusively for personnel on temporary light duty.

F. Light duty assignments are strictly temporary and normally should not
exceed six (6) months in duration. After six (6) months, personnel on
temporary light duty who are not capable of returning to their original
duty assignment shall:

1. Present a request for extension of temporary light duty, with
supporting documentation, to the MNPD Human Resources
Division; or

2. Pursue other options as provided by the Metropolitan Employee
Benefit system or federal or state law, including but not limited to:

a) Resign your position;

b) Seek an ADA accommodation through Metro HR; or

c) Contact the Metro Benefit Board to discuss any benefits in
which you may be entitled.

G. Request for extended light duty assignments must be approved
through the appropriate chain of command through the Bureau
Commander of the requesting employee.

H. Sworn employees on temporary light duty are prohibited from engaging
in any secondary employment in which they may reasonably be
expected to perform law enforcement functions for which they have
been determined physically or mentally unable to perform on behalf of
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the MNPD and that form the basis for their temporary light duty
assignment.

l.  An employee on temporary light duty shall be prohibited from wearing
the departmental uniform, driving a Metro vehicle, carrying any
departmentally issued or authorized firearm and are limited in
employing police powers as determined by the Chief of Police.

J. Sworn employees who are not capable of working in a full duty
capacity, due to medical restrictions, shall be decommissioned during
the length of their light duty assignments.

K. Light duty assignments shall not be utilized for disciplinary purposes.

L. Employees may not refuse temporary light duty assignments that are
supported by and consistent with the recommendations of an attending
physician or certified health care provider.

2.70.040 Temporary Light Duty Assignments

A. Temporary light duty assignments may be drawn from a range of
technical and administrative areas that include but are not limited to:

Administrative functions,
clerical functions,

desk assignments, or
report taking.

OO

B. Assignment to a light duty assignment or the continuation of a light
duty assignment shall be made based upon the availability of an
appropriate assignment given the employee’s knowledge, skills and
abilities, availability of light duty assignments, the physical limitations
imposed on the employee, and the employee’s continued adequate
performance of the assigned duty tasks.

C. Every effort will be made to assign employees to positions consistent
with their rank and pay classification. However, where appropriate,
personnel may be assigned to positions designated for personnel of
lower rank or pay classification. Employees such assigned shall:

1. Retain the privileges of their rank but shall answer to the
supervisory personnel of the unit to which they are assigned with
regard to work responsibilities and performance. And

2. Retain the pay classification and related benefits of the position
held prior to their assignment to temporary light duty.
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2.70.050 Requests for Assignment to Temporary Light Duty

A.

Requests for temporary light duty assignments shall be submitted to
the employee’s immediate supervisor and forwarded through the
appropriate chain of command.

Requests for temporary light duty assignments must be accompanied
by a MNPD Form 354, Form which must be signed by the requesting
employee’s treating physician, or other licensed health care provider.

. The MNPD Form 354, Request for Temporary Light Duty must include

an assessment of the nature and probable duration of the disability,
nature of work restrictions, and an acknowledgement by the health
care provider that the employee can physically assume the duties of
the light duty assignment consistent with the outlined limitations.

. The MNPD Form 354, Request for Temporary Light Duty shall be

forwarded to the MNPD Human Resources Division Director, who shall
make a recommendation regarding the assignment to the requesting
employee’s Bureau Commander.

The MNPD may require the employee to submit to a medical
examination by the authorized Civil Service doctor who may in turn
refer the employee for an independent medical exam to a health care
provider of the MNPD’s choosing.

As a condition of continued assignment to temporary light duty,
employees shall be required to submit a monthly physical assessment
of their condition by their attending physician or other licensed health
care provider as specified by the Director of the MNPD Human
Resources Division.

. An employee who has not requested temporary light duty may be

recommended for such assignment by submission of a request from
the employee’s precinct/division commander. Such request must be
accompanied by an evaluation of the employee conducted by a
competent medical authority expressing a need for temporary light duty
or a request/order for a medical or psychological fithess for duty
examination.
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2.70.060 Return to Full Duty Status

A.

An employee placed in a temporary light duty assignment must submit
a MNPD Form 354A, Return to Duty form to the Director of the MNPD
Human Resources Division prior to retuning to full duty.

The MNPD Form 354A, Return to Duty form must be signed by the
employee’s attending physician or other licensed health care provider
and include an acknowledgement that the employee can physically
resume the duties and tasks required of his/her regular assignment.

. A functional job description of the employee’s regular assignment shall

be attached to MNPD Form 354A, Return to Duty form for the
attending physician to review. The attending physician must
acknowledge review of the employee’s function job description on the
form. Functional job descriptions can be obtained from the MNPD
Human Resources Division.

No employee shall be permitted to return to their regular duty status
until all required medical documentation has been filed with the
Director of the MNPD Human Resources Division.

The MNPD may require the employee to submit to a medical
examination by the authorized Civil Service doctor who may in turn
refer the employee for an independent medical exam to a health care
provider of the MNPD’s choosing before authorization is given for the
employee to return to full duty.
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2.80 Use of Police Advocacy Support Services (PASS)

2.80.010

2.80.020

The purpose of this order is to establish and clearly define the role of the
Police Advocacy Support Services (P.A.S.S.) Section which will function
as both a direct care provider of mental health counseling services and as
an educational, screening, and referral source providing confidential,
appropriate, and timely problem assessment services. Therefore, this
order establishes policy for identifying and assisting employees and their
eligible dependents who may be experiencing emotional and/or
psychological difficulties, and communicates to supervisors and
employees a clear understanding of the Police Advocacy Support
Services program so that services may be used in a timely, reasonable,
and optimal manner.

The service array of the Police Advocacy Support Services Section
includes, but is not limited to: individual counseling, couples counseling,
family counseling, group counseling, stress management, substance
abuse counseling, conflict management, divorce adjustment, retirement
counseling, and referral to community health agencies.

Policy

The department recognizes the need to prevent emotional crises of
personnel whenever possible, and to assist those employees who are
experiencing emotional, psychological, and/or psychiatric conditions.
Persons experiencing such conditions will be afforded every reasonable
opportunity to secure the assistance needed to preserve their mental and
physical health.

Privileged Communications
TCA 63-11-213, Privileged communications states:

“For the purpose of this chapter, the confidential relations and
communications between licensed psychologist or, psychological
examiner or, senior psychological examiner or certified psychological
assistant and client are placed upon the same basis as those provided by
law between attorney and client; and nothing in this chapter shall be
construed to require any such privileged communication to be disclosed.”
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Goals of the Police Advocacy Support Services Section
The goals of the Police Advocacy Support Services Section are as follows:

A. To provide mental health related services for the purpose of prevention
and/or remediation of personal and professional difficulties for
employees and their eligible dependents.

B. To provide support to employees and their eligible dependents through
counseling and education. These support services are provided
through individual, family, and group formats, basic training, and
referrals to community agencies when appropriate or necessary.

C. To provide support to supervisory personnel regarding the identification
of employee behaviors which would indicate the existence of employee
problems and/or issues that could impact employee job performance,
and the identification of appropriate preventative actions and
interventions. This service is provided through individual consultation
and in-service training.

Organization

The Police Advocacy Support Services Section shall be administered by a
section administrator who will hold a valid license as a mental health
service provider within the State of Tennessee, possessing a minimum of
a master's degree in a counseling-related field with at least five years
counseling experience, utilizing a broad range of therapeutic techniques
and treatment modalities. The administrator may be sworn or civilian.

Procedures

There are three methods to enter the Police Advocacy Support Services
program. They are voluntary counseling, mandatory referral, and critical
incident stress management.

A. Voluntary Counseling

Any police department employee, sworn or civilian, and of any rank or
assignment, and their immediate family (father, mother, spouse,
children) may seek counseling services or information about
counseling services from the Police Advocacy Support Services
Section. The staff of the Police Advocacy Support Services Section, as
part of the Professional Code of Ethics, will not acknowledge that an
employee is seeking voluntary counseling to anyone inside or outside
the department, nor will they respond to any questioning regarding the
client except at the client's or guardian's request. Exceptions to the
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policy of confidentiality and anonymity extend only to the state and
federal statutes that mandate the reporting of behavior indicating risk
to self or others, and applicable statutes governing the reporting of all
known or suspected child abuse cases. In cases where felony criminal
charges exist, or the likelihood of felony criminal charges will exist,
Police Advocacy Support Services personnel may only intervene for
the purpose of crisis intervention and/or referral to another counseling
agency.

A conflict of interest or potential conflict of interest may preclude Police
Advocacy Support Services personnel from providing on-going
counseling services.

. Mandatory Referral

In cases where a supervisor mandates an employee to Police
Advocacy Support Services Section, the employee may expect the
same confidentiality as if they were seeking voluntary counseling with
the exception that the supervisory chain of command may be notified
regarding attendance and compliance with treatment
recommendations. Supervisors mandating an employee to the Police
Advocacy Support Services Section will use the following procedures:

1. Complete MNPD Form 357, "P.A.S.S. Mandate Form", in the Office
of the Chief of Police, and concurrently notify the Chief of Police,
the involved employee's commander, and the Director of Behavioral
Health Services or his/her designee of the request for the mandate.

2. Upon confirmation of referral from the Chief of Police back to the
referring supervisor, the employee's Bureau Commander will be
notified of the mandate and the employee will be notified that they
must contact the Police Advocacy Support Services Section to
schedule an appointment.

NOTE: Under no circumstances shall a referral to the Police
Advocacy Support Services Section be used by a supervisor
in a disciplinary action, nor shall it be recorded as such. A
referral shall not be used in place of, or as part of, any
disciplinary action. A referral should be viewed as a positive,
preventative response and intervention in order to assist
employees with their personal and professional lives.
Although a particular incident may ultimately lead to both a
disciplinary action and/or a mandate to Police Advocacy
Support Services Section, they are still to be considered
separate and distinct actions. Therefore, separate recordings
of each are necessary. At no time should there be mention of
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or indication of a referral to Police Advocacy Support Services
Section listed in any disciplinary documents.

3. Reasons for a mandate to the Police Advocacy Support Services
Section include, but are not limited to, the following:

. Incidents involving violent or threatening behavior;
Incidents related to substance abuse;

Incidents related to sexual impropriety;

Life threatening behaviors toward self or others; and/or
Inappropriate behavior patterns, which include but are not
limited to:

©oo oW

(1) Verbal/physical display of anger;

(2) Destruction of property;

(3) Sexist or racist remarks, behaviors, or harassment;

(4) Abuse of authority; and/or

(5) Chronic absenteeism or other manipulation or abuse of work
time.

C. Personnel that are initially determined to be a victim or a mutual
combatant in a Domestic Violence Incident may be scheduled for an
appointment and/or meet with a Police Crisis Counselor prior to next
scheduled working day, or as soon as reasonably practical.

D. Critical Incident Stress Management Automatic Referral

Automatic referral of personnel involved in critical incidents is
essential. A "critical incident" is an incident where the impact of this
incident may have an effect on a person's physical and/or emotional
well being. The primary purpose of Critical Incident Stress
Management is to evaluate the impact of a specific traumatic event or
series of events upon personnel. Critical Incident Stress Management
is not only mandatory for the personnel directly involved in a critical
incident, but is highly recommended for personnel who are indirectly
involved in the incident. It provides the opportunity for education and
gives the employee the opportunity to process the experience of the
critical incident/traumatic call. Police Advocacy Support Services
Section staff are only obligated to report that an employee has
complied with attending the critical incident stress management
session. However, Police Advocacy Support Services Section
personnel reserve the right to recommend extended time away from
work should it appear necessary and/or any other recommendations
that are appropriate.
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Supervisors will use the following procedure for Critical Incident Stress
Management referrals:

1.

Contact the Police Advocacy Support Services Section and advise
them of the incident and the referral.

Notify the employee that they must contact the Police Advocacy
Support Services Section within 48 hours to obtain a debriefing with
the Police Advocacy Support Services Section staff.

Police Advocacy Support Services Section personnel will notify the
supervisor of the debriefing date and time.

. Police Advocacy Support Services Section personnel will contact

the Chief of Police and the employee’s Bureau Commander to
verify that the Critical Incident Stress Management has taken place
and any recommendations that may evolve from the interview.

Referrals for Critical Incident Stress Management shall include, but
not be limited to, the following examples:

a. Anytime an employee is involved in a fatal shooting or
witnesses a fatal shooting;

b. Anytime an employee's actions or use of force results in a

death;

Discharge of a weapon in a life and death situation;

Incidents where personnel are disarmed by a suspect;

e. Incidents where personnel are held hostage or subjected to life
threatening situations beyond the normal range of duty events;

f. When a police officer witnesses death or serious injury of
personnel;

g. When a police officer witnesses death or serious injury of a child
(e.g., SIDS cases);

h. Audio or visual witness to an event which results in the
premature, unnatural, or gruesome death/serious injury of an
individual;

i. Traumatic personal loss which appears to be impacting job
performance (e.g. 911 operator responds inappropriately to a
suicide call after a recent death of a family member); or

j- Extraordinary event that impacts groups of personnel such as
the Special Weapons and Tactics Unit, police negotiators, etc.

Qo
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2.90 Naloxone

2.90.010 Purpose

The purpose of this policy is to establish broad guidelines and regulations
governing the utilization of Naloxone by trained personnel within the Metropolitan
Nashville Police Department. The objective is to treat and reduce injuries and
fatalities due to opioid-involved exposure by Metropolitan Police personnel and

victims in the field.

2.90.020 Policy

MNPD sworn personnel may possess and administer Naloxone so long as they
have successfully completed training approved by the Metropolitan Police
Training Academy to administer Naloxone to an individual undergoing or
reasonably believed to be undergoing an opioid-related drug overdose.

2.90.030 Definitions

A. Naloxone: A prescription medication that can be used to treat the effects of an
opiate overdose. Specifically, it displaces opioids from the receptors in the brain
that control the central nervous and respiratory system. It is marketed under
various trademarks, including Narcan®.

B. Naloxone Kit: Authorized kit issued to MNPD personnel for treatment of
apparent opioid overdose. The kit contains two (2) 4 mg doses of Naloxone HCL

in a_nasal spray applicator.

C. Opioid: A medication or drug that is derived from the opium poppy or that
mimics the effect of an opiate. Opiate drugs are narcotic sedatives that depress
activity of the central nervous system; these can reduce pain, induce sleep, and
in overdose, result in respiratory failure. First responders often encounter
opiates in the form of morphine, methadone, codeine, heroin, fentanyl,

oxycodone, and hydrocodone.

2.90.040 General Provisions
A. The Director of the MNPD Training Academy Duties:

1. Ensure compliance with State training standards for Naloxone
administration and maintain records of compliance.
2. Coordinate with outside and departmental entities to establish required

training protocols.
3. Maintain training records for MNPD personnel.
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Implement proper inventory controls and safeguards for Naloxone issued
to MNPD personnel.

Ensure that Naloxone issued to officers, or held in reserve, are regularly
removed from service prior to the manufacturer’s expiration date.

B. MNPD Safety Coordinator Duties:

1.

2.

Maintain administrative records regarding the Departmental use of
Naloxone on employees of the MNPD.

Establish protocols for the purging of any files regarding the use of
Naloxone on MNPD personnel consistent with current policy governing
the disposition of MNPD files.

Follow up with all on-duty/accidental overdoses of any opioid consistent
with current policy governing IOD injuries and exposures to hazardous
materials.

C. Naloxone Use by Personnel in the Field:

1.

Officers shall summon emergency medical personnel to any scene where
any person is in a potential overdose state. Additionally, any person
treated for a drug related overdose with an opioid antagonist shall be
taken to a medical facility by emergency medical services for evaluation,
unless the person refuses medical treatment, according to NFD
guidelines.

Officers should use universal precautions and protections from blood
borne pathogens and communicable diseases when administering
Naloxone.

Officers shall determine the need for treatment with Naloxone and
administer Naloxone by following established training guidelines when
they have a good faith belief that the person is experiencing an opioid
related overdose.

Officers who have received department approved training in the
administration of Naloxone shall use reasonable care and proper tactics
when administering Naloxone.

Caution: Individuals who are revived from an opioid overdose may regain
consciousness in an agitated and combative state and may exhibit
symptoms associated with withdrawal.

Officers shall remain with the complainant/victim until emergency medical
personnel arrive.

Officers shall inform medical personnel upon their arrival that Naloxone
has been administered.

Disposal: Used Naloxone Kits must be disposed of in appropriate
hazardous waste receptacles.

Officers who administer Naloxone shall promptly notify a supervisor.
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D.

A.

2.90 Naloxone

Maintenance/Replacement

1. Naloxone Kits shall be carried/secured in such a manner as to minimize
the risk theft, loss, or access by unauthorized persons and consistent with
storage guidelines provided by the MNPD Training Academy.

2. Naloxone Kits may be stored on the officer's person or inside a vehicle
during shift hours. Naloxone Kits should not be left stored inside a vehicle
for extended periods of time.

3. Used, lost, damaged or expired Naloxone Kits may be replaced via
memorandum to appropriate MNPD Training Academy personnel.

4. Expired Naloxone Kits may be maintained by the MNPD Training
Academy for use in training, or properly documented and disposed of in
accordance with current policy/procedure.

Naloxone Administration Form, MNPD Form 717

Officers shall complete a Naloxone Administration Form 717 and submit it to
their immediate supervisor for review and processing anytime Naloxone is
administered in the field.

1. When Naloxone is administered to an employee of the MNPD, the
Naloxone Administration Form 717 shall be completed and routed to the
Safety Coordinator, along with MNPD Form 101, Record of Occupational
Injury/lliness. It is not necessary to complete a MNPD Form 100 to
document administration of Naloxone to an employee exposed in the
course of their duties.

2. When Naloxone is administered to any individual outside MNPD, the
Naloxone Administration Form 717 and a MNPD Form 100 shall be
completed, documenting the accidental overdose. Form 717 shall be
routed to the Records Division, along with the Form 100.

The Naloxone Administration Form MNPD Form 717 is not open to public
inspection as governed by the Tennessee Public Records Act § 10-7-503.

Copies of the Naloxone Administration Form MNPD Form 717 shall not be
maintained in supervisory, Precinct or Division files.

Immunity from Prosecution When Seeking Medical Assistance for Drug
Overdose

Pursuant to T.C.A. § 63-1-156, any person who in good faith seeks medical
assistance for a person experiencing or believed to be experiencing a drug
overdose shall not be arrested, charged, or prosecuted for a violation of § 39-17-
418 (Simple Possession or Casual Exchange) or § 39-17-425 (Drug
Paraphernalia) if the evidence resulted from seeking such medical assistance.
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Seeking medical assistance includes, among other things, contacting 911 or law
enforcement.
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Title 3: Employment

Employee Performance Evaluations

Purpose

The purpose of this policy is to establish departmental policy and
procedure for conducting employee performance evaluations and ensuring
annual criminal history checks are completed, thus ensuring the highest
levels of departmental standards of performance.

Policy

In accordance with the Metro Charter and the Civil Service Rules, each
employee’s job performance shall be evaluated on at least an annual
basis. Additional evaluations may be done when necessary or required by
current job description. The requirements of the position constitute the
standards of performance or the basis upon which supervisors will rate the
efficiency of employees. The standard of performance shall be the
minimum level of performance expected after a reasonable period of
training for a fully qualified, competent and acceptable employee. The
goal of the Metropolitan Nashville Police Department (MNPD) is to
establish a performance evaluation system enabling employees to exceed
those standards.

Definitions

A. Appointing Authority: The Chief Executive Officer of the department;
for the MNPD the Chief of Police, or designee.

B. Criminal history check: For the purposes of this directive, a formal
records check conducted by authorized MNPD personnel to obtain
updated nationwide criminal history (Triple I) information on MNPD
employees to maintain departmental integrity and accountability.

C. Rater: The immediate supervisor of the employee being evaluated.

D. Reviewer: The immediate supervisor of the rater.

General Provisions

A. Performance evaluations are used to give employees feedback on

their job performance, to help them improve future performance and to
document performance for the following purposes:
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1. To complete probation or work test;

2. To determine whether or not an employee’s performance meets the
standard required to proceed to the next pay increment;

3. To determine eligibility for promotions and advancement;

4. As an aid in determining layoff actions;

5. To determine reemployment eligibility; and

6. To facilitate other Human Resource (HR) decisions which may be
appropriately determined by employee performance.

. Roles and Responsibilities

Each employee involved in the performance evaluation process should
be mindful of job performance and evaluations on a continuous basis,
not only when an evaluation is due. Roles in completing an evaluation
are stated for each person:

1. Rater — Performance evaluation ratings are the responsibility of the
immediate supervisor, who directs, observes and has first-line
responsibility for the day-to-day performance of an employee.

a.

b.

The rater should communicate his work expectations clearly to
the employee and discuss work performance with the employee
on an on-going basis.

Any time during the rating period the overall performance of an
employee, or performance in critical job areas, has reached a
level which is below the acceptable rating for the performance
evaluation system used, the supervisor will counsel the
employee on how he can improve to an acceptable level.
Supervisors should ensure the annual performance evaluation
is not the first time the employee is made aware of
unsatisfactory performance.

The rater is to complete and document the evaluation form,
discuss the ratings with the reviewer and employee and ensure
that completed forms are properly routed.

If an employee is reassigned the rater will complete an
evaluation form for the period of time he has supervised that
employee, as long as it was for a period of at least sixty (60)
days. In such a case, the immediate supervisor at the time the
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evaluation is due is responsible for ensuring that the final
evaluation is a composite result of evaluations done during the
year.

2. Reviewer — The rater’s immediate supervisor serves as the
reviewer.

3.

a.

The reviewer should carefully review the rater’s evaluation for
compliance with the standards set out in the appropriate
guidelines and for consistency in the application of those
guidelines.

The reviewer should discuss job expectations and employee
performance with the rater on an on-going basis.

In the event that the reviewer determines a rating to be
inappropriate he/she will discuss it with the rater who will make
any changes he/she finds appropriate.

The reviewer will not make any changes in the rater’s evaluation
unless there is objective documentation to support the change.
In no event will a reviewer change a rater’s evaluation without
discussing it with the rater.

Evaluations must be reviewed prior to the counseling interview
with the employee.

Employee — Each employee should know the expectations of
his/her supervisor and strive to meet them.

a.

b.

Prior to an evaluation interview it is the responsibility of the
employee to consider his job performance for the period
covered so that he is prepared to discuss the ratings with his
supervisor.

An employee is required to sign the evaluation after it is
discussed with him. The employee’s signature documents that
the evaluation has been discussed, the employee has had the
opportunity to review the evaluation, and has had the
opportunity to ask questions pertaining to the evaluation. The
employee’s signature does not signify that the employee agrees
or disagrees with the evaluation. In accordance with provisions
in this policy an employee shall have the right to include
comments as they relate to the evaluation. These comments
shall be attached to the evaluation and forwarded with the
original forms.
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c. An employee, who refuses to comply with instructions regarding
the signature of the form, will receive a direct instruction from an
authoritative source to comply. A subsequent refusal may result
in corrective or disciplinary action for failure to comply with
instructions from an authoritative source.

C. Types and Frequency of Evaluations

1. Probationary - Employees in this status shall be evaluated more
than once during the six-month period and be given clear
opportunities to reach an acceptable standard. An employee is
evaluated in the last month of his probationary period, prior to the
person gaining Civil Service status in the classification. This will
not apply in the event of major disciplinary violations.

2. Work Test — Employees completing a work test period shall be
evaluated in the last month of that period. Additionally, employees
in this status may be evaluated more than once and be given clear
opportunities to reach an acceptable standard.

3. Annual - Each employee is evaluated within the month prior to the
anniversary date of his original appointment, promotion, or
demotion, to his present position, whichever date is more recent or
the adjusted date in case of re-employment or a break in active
service, such as leave without pay, military leave, return from
pension, etc. This is to be done even if there is no increment
possible.

4. Change of Rater - An employee whose rater changes will be given
an evaluation by the out-going rater to cover the period of time
since the employee's last evaluation.

D. All supervisors are required to attend performance evaluation training.
Such training will be provided for sworn members, at a minimum, to all
newly promoted supervisors at required New Supervisor Training. The
MNPD Human Resources Division will ensure ongoing performance
evaluation training occurs for civilian supervisors. Records of such
training will be maintained by the Training Division.
3.10.050 Procedures

A. Officer in Training (OIT)
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Evaluations of OIT’s shall be completed by the assigned Field Training
Officer (FTO) according to the current Field Training Officer SOP.

. Supervisors shall ensure that the criteria used for performance
evaluation are specific to the assignment of the employee during the
rating period. Those criteria should be found in the functional job
descriptions available for each position.

. Prior to any performance evaluation period the supervisor shall meet
with the employee for a planning session to mutually agree on job
responsibilities, goals, and the measurement criteria.

The Performance Feedback Form shall be used to document this
meeting and is available from the Metro Human Resources Division
online.

. Supervisors shall continually observe the performance of employees
under their direct responsibility in order to facilitate an annual
evaluation that is beneficial to both the employee and the department.

. Annual Performance Evaluation

1. All employees’ job performance shall be evaluated on at least an
annual basis.

2. Employees shall be rated on the following scale:

a. 1 — Needs Improvement: Performance does not meet minimum
acceptable standards, expectations, and requirements of the job,
or is below what can be expected of average performance.
Employee requires a high level of supervision or assistance to
accomplish work results. Improvement is necessary to meet
desired level of performance results.

b. 2 — Successful: Performance meets acceptable standards,
expectations, and requirements. Performance contributes what
is expected of a qualified, experienced employee performing in
this position.

c. 3 - Exceptional: Consistently meets standards and
expectations, regularly exceeds them, and shows initiative in
additional assignments. Successfully completes all
responsibilities, even for projects that require versatile skills.
Employee strives to grow professionally through development
activities.
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3. Any rating found to be “Needs Improvement” or “Exceptional” must
include a written explanation of the deficiency and suggestions for
improvement, or explanation of exemplary performance, whichever
is applicable.

4. The reviewer shall evaluate the form for correctness and
compliance with procedures, sign it, and return it to the rater.

5. Employee Evaluation Discussion

a. The rater shall discuss the ratings with the employee during the
performance review. This discussion should concentrate on the
development of, or clarification of, clear performance criteria
and the employee’s performance in meeting those criteria
during the rating period.

b. An employee shall be informed of any incidents of marginal or
unsatisfactory performance. Such incidents shall be
documented on the performance evaluation form as outlined in
provision 3.10.050, (E), (3) above.

c. The rater shall discuss level of performanc